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CHAPTER I 
INTRODUCTION 
Never before has there been so great a need for under-
standing between the military and civilian elements of our 
national structure. Few would deny that in any future war 
the roles of these two would be virtually indistin~ishable; 
even in our present common effort to pre'serve peace, this is 
becoming increasingly evident. It is, therefore, imperative 
that each find in the other a source of confidence,_pride, 
and dignitv. The grow~h of these areas is possible. How-
ever, only in an atmosphere created by mutual trust and 
. . 
resnect, effective coordination, friendlv C()operatiorJ., and 
a srmpathetic a~reciation of each other's ,roblems can 
success be achieved. 
Every year hundreds of distinguished civilian guests 
visit Air Force bases and other installations to give lee-
tures, serve as consultants, participate in seminars and 
conferences, and to engage in activities related to the Air 
Force and to the United States of America. Since visitors 
often occupy key positions in American business, industry, 
medicine, sci~nce, religion, education, and other pro~es­
sional fields, and the military, members of the Air Force 
have an excellent opportunity to influence attitudes. 
The impresstons, good or bad, with which these visi-
itors leave bases and installations will largely be formed 
by the manner in which Air Force officers conduct them-
selves. Not only official conduct, but also providing for 
their comfort and welfare while they are official guests. 
It is with this in mind that this thesis has been 
investigated. The United States Air Force is well aware 
of the importance of providing for the comfort of its 
guests. At present there is no specific guide or manual 
with answers to the many questions that arise concerning 
the care and entertainment of Distinguished Visitors. It 
is intended that the information obtained in this study 
will be of value to the United States Air Force for the 
compilation of a document that will provide information on 
this subject. 
Protocol is a somewhat ambiguous term. Many dif-
ferent definitions and connotations are used throughout the 
world. This study has been made using the following as its 
major subject: 
Protocol as concerned with the care and entertain-
ment of Distinguished Visitors to United States Air Force 
bases and other installations. 
Other definitions in use today are: 
The rules and forms prescribing the formal cour:. 
tesies and etiquette for military ceremonies, recep-
tions, etc.; the observance of these rules and forms. 1 
Air Force Dictionary, Air University Press, 1956, 
'p. 407 
The ceremonial forms and courtesies that are estab-
lished as proper and correct in official int~rcourse 
between heads of states and their ministers. 
Protocol is no more than courtesy and consideration 
of others. This discussion looks upon protocol as 
rules of etiquette prescribed for military custom and 
ceremonies. Military protocol is based upon an old 
truism of "Do unto others as you would have them do 
unto you." Courtesy in the home, at work, and in 
greeting strangers and visitors pays as large a return 
for the effort as anything can do. Courtesy, as a part 
of military protocol, is based not only on good manners 
and formal etiquette but also upon recognition of an 
individual's position in the service. The courtesy 
expressed in the military must, because of rank, be 
distinctive and precise. The courtesy displayed in mil-
itary ceremonies has a special and profound meaning. 
Protocol encompasses more than just being civil to 
visiting members of the Air Force or other branches of 
the service. Protocol includes the welcoming with 
suitable ceremonies, billeting, tours, messing, brief-
ing, correspondence, and a host of other activities. 
This discussion deals mostly with the mechanical 
means and procedures of protocol. But never forget 
that true courtesy goes far beyond anything mechanical. 
True courtesy must be fluid; it cannot be ~estrained 
by mechanical procedures or sets of rules.J 
Mr. Webster defines "protocol" as a "preliminary 
memorandum, as of resolutions arrived at in negotia-
tions, as a basis for final negotiation or treaty." 
In diplomatic vernacular, protocol might be said to 
follow a mass of traditions, some based on common 
sense, others laid down in the Treaty of Vienna in 
1815. 
To the attache's wife and to most hostesses protocol 
means "precedence !I --who ranks whom, and how to seat 
dignitaries and persons of conflicting rank. If the 
order of precedence becomes too involved, Washington 
hostesses consult the Chief of Protocol at the State 
2Webster's New World Dictionary, protocol 2b, p. 1168 
3The Inf~rmation Services Officer, Course 7200, 
The Extension Course Institute, USAF, Air University, 
Volume 6, Protocol and Administration, p. 1 
4' 
Department, On foreign duty, the protocol officer at 
each embassy or legation will gladly arrange the seat-, ing for the new attache's wife, and someone at the 
"Foreign Office" (the fereign State Department) will 
arrange the seating for larger miscellaneous groups. 
Let us start with table seating, which in diplomatic 
circles, even for the smallest luncheon, is always 
planned according to the rank of the guests. 
At formal dinners there is usually a seating chart 
either in the hall or the drawing room, or both, to 
show guests where they are to sit. It is not the cus-
tom for all guests to be introduced to each other at a 
large dinner. At formal dinners the gentlemen take the 
ladies in to dinner and there are "take-in" cards to 
tell them their ladies' names. A gentleman usually 
takes the lady on his right according to the chart, and 
if it is someone he has never met, he should ask to be 
presented to her before dinner. 
There are always place cards on the table, above 
each plate, with the writing clear and large enough to 
be read easily by the guests on either side. The rank-
ing lady guest is seated on the right of the host. 
Again according to protocol, the ranking lady guest 
is the first to leave after dinner or luncheon. There 
is a definite time, and ip many capitals the hour after 
dinner is eleven o'clock.~ 
Many people have made many other definitions or ex-
planations of the word, trying to tell just exactly what it 
means. It is felt that a worthwhile contribution can be 
made to the United States Air Force by procuring informs-
tion and recommendations on the subject. 
The officers interviewed in relation to this study 
concurred unanimously that such information compiled in a 
usable format would be of great aid to the Air Force.5 
An effort was also made to determine to what extent 
4The Air Force Wife, by Nancy Shea, 1951 p~. 337-338 
5Appendix B Answers to question number 11. 
those officers felt that protocol activities contributed 
to the Public Relations Program of the Air Force. Once 
again they unanimously concurred,6 
6 
Appendix B, Answers to question number 2. 
5 
CHAPTER II 
PROCEDURE 
Three major efforts were made in the obtaining of 
information for this study. The sources explored were as 
follows: 
a. Available publications, both military and civ-
ilian, on the subject of protocol and related subjects, 
such as etiquette and social customs. 
b. Personal interviews were conducted with twenty 
senior officers of the United States Air Force, as defined 
within this chapter. 
c. Personal conferences were held with officers 
engaged in the work of protocol in the United States Air 
Force at bases as listed in this chapter. 
Library Research. Valuable information was found 
in many different publications. Protocol excerpts were 
obtained from those listed in the bibliography. The mili-
tary type were utilized for things military, such as customs 
and regulations. Answers to questions on etiquette and 
other social customs were obtained from the civilian refer-
ences. 
Interviews. A sixteen-point interview schedule was 
utilized and administered to twenty officers within the 
following sample population. 
a. Officers of the rank of full colonel or above. , 
7' 
b. Who had served as base commanders or in compara-
ble positions. 
c. With as great a representation of different bases 
as was feasible during the time allocated for this study. 
These interviews were conducted in order to compile 
recommendations for use in a ''Protocol Policy Guide". The 
respondents were questioned concerning: 
a. Their opinions concerning the importance of pro-
tocol and the need for it in the United States Air Force. 
b. Protocol's specific contribution to the public 
relations program of the United States Air Force. 
c. Sources of funds for protocol ex~enditures. 
d. Honor ceremonies. 
e. Receptions held at United States Air Force bases. 
f, Invitations and calling cards. 
Formal dress used in the United States Air Force, 
transportation to and from bases, the making of official 
"calls", and other activities, were also discussed. 
No face sheet information was obtained for the offi-
cers all were interviewed as anonymous contributors. 
The interviews were conducted between November, 
1958 and March, 1959. 
Pre-testing was accomplished at Cambridge Air Re-
search Center, Bedford, Massachusetts with five respondents. 
It was felt th!t the sample was sufficient for the, 
8, 
intended purpose, i.e., to gain insight on just how senior 
officers were predispositioned toward protocol in the 
United States Air Force. 
Personal Conferences. Were held with officers en-
gaged in the work of protocol at the following bases: 
1. Maxwell Air Force Base, Alabama 
2. Bolling Air Force Base, Washington, D.C. 
3. Andrews Air Force Base, Maryland 
4. Pease Air Force Base, New Hampshire 
5. Otis Air Force Base, Massachusetts 
6. Westover Air Force Base, Massachusetts 
7. Eglin Air Force Base, Florida 
8. Headquarters, United States Air Force, The 
Pentagon, Washington, D.C. 
Valuable information was obtained from these offi-
cers. Their majority-approved recommendations are included 
in the suggested format for a "Protocol Policy- Guide". See 
Appendix c. 
DEFINITION OF TERMS 
The military, as have other groups in society, has 
adopted a number of terms, phrases, words, and expressions 
that are easily understood within its confines, but are 
often difficult for the "outsider" to understand. An ef-
fort to clarify some of these terms of 11 jargon11 was made, 
as follows: 
Grades. A general grouping of grades has been made 
along traditional army-type lines. Company grade includes 
lieutenants and captains; field grade, majors and colonels; 
general grade, all officers holding the rank of general. 
Command. Command will be herein differentiated by 
small and capital C. Small c (command} refers to any or-
ganization which, in ascending size, may be: Detachment, 
Squadron, Group, Wing, Air Force (usually numbered}, Com-
mand, Headquarters United States Air Force. Capital C 
(Command) refers only to that echelon immediately below 
Headquarters, United States Air Force. 
College, School, Academy. College means the Air War 
College, or similar college of another branch school. The 
Air University at Maxwell Air Force Base, Alabama is com-
posed of The Air War College, for full colonels; and the 
Air Command and Staff College for all lower ranks. The Air 
Force Academy gives the air force officer his "undergraduate" 
degree, and the Air University gives him professional 
training throughout his career. 
10 I 
Organizational Chart. On the organizational chart 
of the Air Force, the Office of Information, charged with 
the responsibility of the public relations program and 
often also protocol, is usually responsible directly to 
the commander of the installation. 
Information Services. Public relations is a part 
of the functions of the Office of Information Services. 
This office is normally charged with four responsibilities: 
internal information, external information, community rela-
tions, and historical. Public relations is a part of the 
first three named. 
Boon-dogging. Non-essential and non-official busi-
ness, as used in explaining the trips authorized for use of 
military aircraft by civilians. Question number six in the 
interview schedule (Appendix A). 
Rated, Non-rated. A rated officer may be a pilot or 
any other officer trained for duties with an Air Force crew; 
a non-rated officer is a non-flying officer. This distinc-
tion is intended to differentiate between those officers so 
trained. Normally the positions of base commander and 
other command positions of higher echelons are held by rated 
officers. 
VIP. Very Important Person. A person either milit~ry 
or civilian who, by virtue of his high rank or important 
duty, is accorded spacial consideration or deference, 
especially during travel or attendance at a conference. 
11 
Distinguished Visitor. Same as VIP. A new phrase 
used to denote the relative importance of visitors. 
Honors Ceremonies. A ceremony usually conducted 
upon the arrival or departure of a Distinguished Visitor 
to an Air Force base or installation. This ceremony con-
sists of an honor guard of airman, the Colors (the flag 
of the United States and of the country of the visitor) 
and appropriate music, provided by a band or by recorded 
(canned) music. 
Host Officer. An officer appointed to escort a 
visitor to an air base. He is expected to be able to 
answer questions about the base and to accompany the visi-
tor throughout his stay. 
Primary Duty. This denotes that an officer is ax~ 
pactad to spend his full working day on matters concerning 
his job as a personnel officer, base operations officer, 
or other specific responsibility. 
Additional Duty. This denotes that an officer is 
assigned an additional workload, such as Officer of the 
Day or as a host officer, at cetera. 
PROTOCOL. All efforts connected with the care, 
treatment and entertainment of Distinguished Visitors to 
United States Air Force bases and installations. 
CHAPTER III 
SURVEY FINDINGS 
This chapter deals with the findings of the inter-
views conducted in conjunction with this study. The com-
plete interview texts are included in the Appendix B 
section of this study. The following tables give an indi-
cation of the opinions stated by the interviewees. 
The next chapter will deal with the findings of the 
several aspects of this study, including other interviews 
and library research. 
TABLE I 
Question 1. How important do you think Protocol is 
to the United States Air Force? 
Verx. Minor Other Comments 
Westover Air Force Base 8 1 1 
Otis Air Force Base 1 
Pease Air Force Base 1 1 
Andrews Air Force Base 3 1. 
Headquarters USAF 3 
TOTAL 16 2 2 
PERCENTAGE Bo% 10% 10% 
It was apparent that most of the interviewees con- 1 
sidered Protocol as very important to the USAF. Some of 
the other comments could also be construed to mean "very 
important", but in fairness to the survey a decision was 
made to categorize them separately. 
! 
TABLE II 
Question 2. How much of a contribution do you think 
Protocol makes to the United States Air Force Public Rela-
tiona Program? 
, W~stover Air Force Base 
Otis Air Force Base 
P$ase Air Force Base 
Andrews Air Force Base 
Headquarters USAF 
T6TAL 
PE!RCENTAGE 
' 
Major 
6 
1 
2 
2 
11 
55% 
Minor 
2 
1 
1 
1 
5 
25% 
Other Comments 
2 
1 
1 
4 
20% 
Some of the answers to this question will be dis-
cussed in Chapter IV, The great majority of those officers 
interviewed felt that Protocol was a helpful contributor to 
t~e Information Services function. Only one interviewee 
' 
said that he felt neither were of any great aid to the USAF. 
14 
TABLE III 
Question 3. Who do you think should personally wel-
' 
cbme the Distinguished Visitors arriving on the base? 
First choice? Second choice? Why? 
Westover AFB 
O~is AFB 
Pease AFB 
Andrews AFB 
H~adquarters USAF 
TOTAL 
P~CENTAGE 
Most 
Senior 
6 
1 
2 
2 
2 
13 
65% 
Base 
Commander 
2 
1 
3 
15% 
Other Repre-
sentative 
2 
1 
3 
15% 
The above table reflects the first choice. The 
s.cond choice and reasons why are discussed in Chapter IV. 
A number of the respondents mentioned the base commander 
with the connotation that he is normally the most senior. 
This question was intended to help formulate a Standard 
Operating Procedure for this responsibility. At busy bases 
the commander is usually unable to meet all Distinguished 
Visitors, due to his other responsibilities. The above 
l~sted findings reflect a majority opinion that the base 
commander (or most senior, as he usually is except on 
' 
l 
bases where there are tenant organizations of higher eche-
lons) should fulfill this duty or honor. 
TABLE IV 
Question 4. What are your feelings about the use 
of host officers? 
Should be Should be 
Very Only for Junior Field Grade 
Necessa!:l: Very_ Senior Officer Officer 
Westover AFB 4 2 2 2 
Otis AFB 1 
P~ase AFB 2 
Andrews AFB 3 1 
Headquarters USAF 3 
TQTAL 12 3 3 2 
PERCENTAGE 60% 15% 15% 10% 
All respondents stated that host officers were of a 
definite aid to visitors. A variety of recommendations per-
ta'~ining to the rank of the host officer and to the rank of 
t~ visitor were obtained and are discussed in Chapter IV. 
The use of host officers is usually left to the 
di~cretion of the base commander. This question attempted 
to, gain insight on who should be designated to perform the 
I 
varied tasks usually delegated to the escort or host offic&r. 
16 
TABLE V 
Question 2· Would you tell me what you think the 
! 
duties of a host officer should be? 
Serve as Be an To To 
an Aide Escort inform 11 sell 11 
I 
Westover AFB 6 1 3 
Oltis AFB 1 
Pease AFB 1 1 
' Andrews AFB 1 1 1 
Hr"adquarters USAF 2 1 
TPTAL 11 1 6 1 
PERCENTAGE 55% 5% 30% 5% 
The majority opinion was found to recommend the use 
of a junior grade officer so that he could be a 11 temporary" 
aide to the visitor. Most respondents said that the host 
officer should be well informed as to the mission of the 
base so that he could intelligently answer questions. There 
w~s general agreement that the host officer should be pre-
pared to help the visitor to enjoy his stay and to effi-
' 
ciently handle such problems as dry cleaning, laundry, 
t~lephone calls, etc. 
The following cha~ter lists several of the more ~er-
' i tinent remarks on these duties. 
17, 
TABLE VI 
Question 6. Do you feel that Distinguished Civilian 
Visitors should be transported in military aircraft, or 
I 
nbt? Why? 
Yes, Yes, when Yes, 
in nice on official for 
aircraft No business groups 
W?stover AFB 1 1 5 3 
Otis AFB 1 
Pease AFB 1 1 
Al!ldrews AFB 1 2 1 
I HEI!adquarters USAF 2 1 
TOTAL 3 1 11 5 
PERCENTAGE 15% 5% 55% 25% 
With one exception, the respondents agreed that the 
use of military aircraft was not only proper, but highly 
recommended. Several of the interviewees mentioned that 
t~ey felt military aircraft should always be used but that 
! 
their use should be explained as a by-product of training. 
Others liked the idea of using military planes for groups 
traveling to briefings and demonstrations. The co~ments 
f6r this question are found in Appendix B. 
18, 
TABLE VII 
Question 7. Who should provide the necessary funds 
for the proper care and entertainment of Distinguished 
Visitors? Why? 
USAF Should be Other 
Headguarters 11 dutch-trea t'' Comments 
Westover AFB 7 1 2 
Otis AFB 1 
Pease AFB 1 1 
' 
Aildrews AFB 3 1 
Headquarters USAF 2 1 
TOTAL 14 1 5 
P~CENTAGE 70% 5% 25% 
As shown above the majority agreed that Headquarters 
USAF should provide these funds. The "other comments" 
g~oup all implied that this source was the proper one. The 
reasons WHY, with the one exception, all stated that this 
function was really the responsibility of Headquarters, 
therefore funding should be generated at that level. Sev-
ejal recommended an increase in the present Official Enter-
tainment Fund, while others indicated a desire for a new 
type of fund. 
19 
TABLE VIII 
Question 8. V\'ha t are your feelings concerning 
lion or Ceremonies? 
Should be Vary good Other 
only for for DVs comments 
toE ranks 
Wl!stovar AFB 4 4 2 
Otis AFB 1 
I 
Pease AFB 2 
A~drews AFB 1 2 1 
Headquarters USAF 2 1 
TOTAL 5 11 4 
PJ!:RCENTAGE 25% 55% 20% 
All respondents stat ed that honors were good, in 
v~rying situations. Some felt that honors should be re-
stricted to only the Very, Very Important People, such as 
ttia President of the United States. Several comments were 
made concerning the inappropriateness of honors for 
' 
"friends" just visiting bases. 
The USAF has specific regulations that are suffi-
cient for most bases and for most occasions. Each base or 
! 
command may, if they so desire, make minor changes in the 
relgula tion to fit instances where the regulation seems to 
be lacking in guidance. 
I i 
I 
201 
TABLE IX 
Question 9. What should bases without a band do 
I 
about honors? 
Use recorded 
music and an Use only an Other 
honor guard honor ~ard comments 
W~stover AFB 6 2 2 
ops AFB 1 
Pease AFB 2 
Andrews AFB 2 2 
H$adquarters USAF 3 
TOTAL 14 4 2 
Plj:RCENTAGE 70% 20% 10% 
This question was asked so that a recommendation 
could be made relative to honor ceremonies at the large 
maJj ori ty of bases. The USAF has recorded music for honors, 
pa1rades, and special occasions distributed to all bases. 
The answers above show that the majority of the respon-
dents feel that this music and an honor guard are quite 
suifficient for honor ceremonies. 
.. :;n, 
TABLE X 
Question 10. Which type of these seating plans do 
you prefer? (The examples may be seen on page 51 of 
Appendix A. ) 
I 
We~tover AFB 
Otis AFB 
Pease AFB 
Andrews AFB 
He~dquarters USAF 
TOTAL 
PEJ'lCENTAGE 
Type "A" 
7 
1 
2 
4 
3 
17 
85% 
Type 11 B11 
2 
1 
3 
15% 
Seating at dinners and luncheons can be a problem. 
It is sometimes difficult to group the visitors so that 
all will be included in the conversational group. The 
Prqtocol Office of the State Department recommends the 
use of type 11A" for most occasions. 
These plans are included in the suggested format 
for a guide (Appendix C), and should aid anyone in the 
fo~ulation of seating plans. 
I 
I 
TABLE XI 
Question 11. How useful do you think that a 
"Protocol Policy Guide" would be to most bases? 
22. 
Very Very helpful to 
Useful Excellent smaller bases 
Westover AFB 6 2 2 
Otis AFB 1 
Pease AFB 2 
Andrews AFB 2 1 1 
Headquarters USAF 2 1 
TOTAL 12 4 4 
PERCENTAGE . 6o'% 20'% 20'% 
This question was the key to the entire study. If 
t~e answers had been against publishing and using a guide 
of this type, then all would have been for naught. The 
full, unanimous majority highly recommended that a guide 
or manual be published and distributed USAF-wide. 
Several respondents specifically pointed to the 
need of this type of guidance at smaller, remote bases. 
~e Distinguished Visitors usually do not journey to the 
remote spots, so when they do come there is a need for 
gUidance on welcoming, addressing and seating plans, as 
w~ll as a myriad of other problems. 
TABLE XII 
Question 12. Do you think that each base should 
have a Protocol Officer, or not? 
W~stover AFB 
Otis AFB 
Pease AFB 
Andrews AFB 
Headquarters USAF 
TOTAL 
! 
PERCENTAGE 
Yes 
10 
1 
2 
4 
3 
20 
100% 
No 
0 
o% 
Tables XIII and XIV further explain the above. 
TABLE XIII 
23 
Question 13. If the answer is yes (to Question 12), 
at: what level and in what office? 
Close to the The general's Other 
Commander aide comments 
Westover AFB 6 2 2 
Otis AFB 1 
Pease AFB 2 
Andrews AFB 3 1 
Headquarters USAF 1 2 
TO'irAL 12 3 5 
PERCENTAGE 60% 15% 25% 
TABLE XIV 
Question 14. With primary or additional duty as 
Protocol Officer? 
Was tover AFB 
Otis AFB 
P!iase AFB 
Andrews AFB 
Headquarters USAF 
TOTAL 
I 
PERCENTAGE 
Additional duty 
at most bases 
8 
1 
1 
3 
3 
16 
Bo% 
Primary duty at 
large, busy bases 
2 
1 
1 
4 
20% 
These three questions were asked so that a recom-
mendation could be made relative to who would administer 
I 
the Protocol Office and maintain with Protocol Guide with 
supporting files. The majority agreed that at most bases 
an1additional duty assignment should suffice. Several 
respondents stated that full-time Protocol Officers are 
needed at some of the larger, busier bases. There were 
two recommendations to give the job another title, such 
as'assistant executive officer. 
In the discussion section of the following chapter 
some of these answers will be explained and categorized. 
The answers to Question 15 will be found in the 
following chapter. They were quite a variety and there-
fo~e difficult to tabulate, 
! 
TABLE XV 
Question 16. How involved have you been with 
Protocol lately? 
Very Moderately Slightly 
Wes~over AFB 5 2 3 
I 
Otis AFB 1 
Pea13e AFB 2 
I 
Andrews AFB 1 2 1 
Hea1quarters USAF 2 1 
TOTAL 9 6 5 
I 
PERGENTAGE 45% 30% 25% 
This was a general information type of question. 
It really didn't matter if the respondents had been lately 
! 
invdlved in Protocol matters, just that they had some 
expe,rience in their careers. This answer did give an 
I, 
insight as to the recent involvement in Protocol. 
CHAPTER IV 
DISCUSSION 
In this chapter the answers to the questions on the 
interview schedule, answers obtained in personal inter-
v+ews, and in library research will be discussed. The 
majority approved opinions and answers found herein were 
used as a basis for Appendix C, The Protocol Policy Guide. 
The general order of the questions was followed and 
the pertinent material obtained from other sources included 
' within that section. The additional subjects not included 
' in the interview schedule are discussed after the last 
question on the schedule. 
1. HOW IMPORTANT DO YOU THINK PROTOCOL IS TO THE UNITED 
STATES AIR FORCE? 
Some of the comments were: 
"Important according to how far you carry it. YIPs 
sbiould be recognized, for sure. Also we should recognize 
that proper type of aircraft should be used. 11 
"Protocol makes a very important contribution to 
the Public Relations Program of the United States Air 
Fo;rce." 
"Very important for people within the USAF so that 
the initial impression of the base will be one of effi-
ciency. For State Department visitors it is essential. 11 
"Very important, for one of our prime missions is 
to maintain good relations with VIP-rank civilians, such 
a~ congressmen, mayors, et cetera. Protocol, as you 
explained it, certainly contributes here." 
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"It can and does make a most helpful contribution 
when it is properly administered. Protocol doesn't mean 
perfection, per se. It means that if it is handled prop-
erly it can be helpful. Knowing what to do and not doing 
' 
it can be harmful. Protocol can help a lot if USAF 
I 
officers use it properly." 
2. HOW MUCH OF A CONTRIBUTION DO YOU THINK PROTOCOL 
MAkES TO THE UNITED STATES AIR FORCE PUBLIC RELATIONS 
PROGRAM? 
A few excerpts from the interviews were: 
"They are certainly inter-related. The knowledge 
of what to say and do, protocol-wise, certainly is of 
heip to an Information Services Officer." 
"Well, I think it makes a greater contribution to 
the external relations program of the USAF, rather than 
just to the public relations program. People from foreign 
nations are especially impressed by our protocol-type 
actions. For instance, when the Shah of Iran visited here, 
we did not know what to do; how to address him, how to 
! 
treat him, and things like that. 11 
' ' 
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The answers to the first two questions show without 
a doubt that these officers felt protocol was important to 
the USAF. There is presently no compact guide or manual 
f~r protocol in the USAF. The suggested format in Appendix 
C is offered as a starting place for the development of 
such a guide. 
Other comments that substantiate this position: 
"It is one of the legs that public relations stands 
oq. At the appropriate level it lets us influence mass 
thinking, mass communications, the mass media at whole. 
We, through protocol, can influence mass thinking to sup-
port our programs." 
"It is hard to place a specific value on protocol 
in1 the USAF. I have been involved with this in the Middle 
East lately. I was project officer for many VIP visits. 
I think that the two help each other, protocol and public 
re~ations. I would not like to try to do a public rela-
tipns job without thinking about protocol. It would be 
disastrous." 
3. WHO DO YOU THINK SHOULD PERSONALLY WELCOME THE 
DISTINGUISHED VISITORS ARRIVING ON A BASE? FIRST CHOICE? 
SECOND CHOICE? WHY? 
This presents a problem for most bases. If the 
.ba~e commander trys to meet all Distinguished Visitors he 
mu~t let someone else assume a portion of his responsi-
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bilities. This represents the situation at the larger, 
busier bases. The commander at the small, remote base can 
meet all of his visitors and still have adequate time for 
his other duties. 
' 
A word about visitors from an Air Force publication: 
All individuals designated as VIPs are automatically 
considered as guests of the commander of1 the command or installation, whichever the case may be. 
The question on this "meeting and greeting" was felt 
to be most pertinent. This can become quite a headache to 
the commander, therefore guidance can be helpful here in 
tHe establishing of "Standard Operating Procedures". 
The majority of the respondents recommended that the 
vi,sitors be met by the highest ranking officer available. 
Some of their remarks follow: 
"All depends on the Distinguished Visitor. Under 
our terms the senior person or his immediate renresenta-
tive. Certainly should be equal to or above in rank in 
service and comparable to for civilian. The commander 
should meet all two-stars and above. When three- or four-
star ranks arrive the most senior person on the base 
should meet him." 
11 The senior commander on the base should. SAC 
bases always have the commander do it. At Goose Bay and 
!INFORMATION SERVICES OFFICER, Course 7200, The 
Extension Course Institute, USAF, Air University, Volume 6, 
frgtocol and Administration, p.l2 
JC\ 
at Harmon in Newfoundland high-powered people are always 
passing through. The commander meets all that he possibly 
c9n." 
"The top man should meet, except at Maxwell AFB and 
busy places like that." 
"Usually the base commander or the most senior rank 
on board the base. If it becomes too time consuming, the 
b~se commander (or the senior man, as the case may be) can 
d~signate someone to help carry the load." 
"Normally falls to the base commander. When there 
is a higher ranking man on the base, he should meet the 
VVIP type of visitor. Whatever the visit might include, 
remember that the base commander is the master of the 
household and as such he is abo the host." 
The comments listed have answered the other por-
tibns of the question: Second choice and why? It seems 
that the base commander will continue to do the job, if 
these recommendations are an indication of the feelings of 
th~ senior USAF officer. 
4. WHAT ARE YOUR FEELINGS ABOUT THE USE OF HOST OFFICERS? 
The respondents all had definite feelings about this 
qu~stion. Some of the more specific answers are: 
"To be realistic, it all depends on the circum-
st~nces. With a well-planned program you might not need a 
I 
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h6st officer. Maybe just a senior officer escorting the 
visitor. Those programs with a loose schedule will prob-
ably require the use of a host officer. Probably a sharp 
j~nior grade officer can do the job best. A junior offi-
cer can serve as a sort of temporary aide and get the job 
done efficiently." 
An official publication has this to say about the 
use of a host officer: 
Host Officer: He is a part of protocol requirement. 
The protocol officer usually acts as host officer to 
VIPs who are unknown, or who are not visiting any spe-
cific office. But when a visitor is known, a host 
officer will be appointed. The host officer is a key 
individual in protocol matters.2 
Other comments from the interviewees emphasize the 
importance of using host officers: 
"They are good to use for they help the visitor in 
the indoctrination phase of his trip or visit. The host 
officer should always try to be as helpful as possible, 
an~ never show any resentment at any time during his tour 
of duty." 
"I think they are good to use, especially for the 
civilian visitors. They can help him to enjoy his stay 
and to learn about the functions of an air base.» 
. 
2INFORMATION SERVICES OFFICER, Course 7200, The 
ExUension Course Institute, USAF, Air University, Volume 6, 
Protocol and Administration, p. 22 
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5. WOULD YOU TELL ME WHAT YOU THINK THE DUTIES OF A HOST 
OFFICER SHOULD BE? 
The answers to this question were expected to be 
erplanatory in reference to the previous question. The 
r~spondents named many different duties for the host 
officer. They are listed below: 
"Should be very capable person, well informed on 
h?w to reach all spots on the base." 
"I think he should be able to solve all small prob-
l~ms that arise during a visit. Transportation is usually 
a
1
problem area that he could concentrate on." 
11 
• • • an auxiliary aide is a better description 
tl'J.an a host officer • • • " 
"He should be expected to represent the commander." 
"The host officer should be able to help with per-
sqnal problems, such as laundry, dry cleaning, et cetera." 
II 
• • • also be concerned with the visitor's need 
for privacy at times during the visit " • 
"To make the visit pleasant and profitable. It is 
a selling game." 
11 
••• he should be sober in his thoughts, have a 
good personality, be a good con versa tiona list • • • 11 
"For very high ranking people, like a Secretary of 
the Air Force, or above, I think a full colonel should be 
us~d as an escort or host officer." 
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11 
••• I think a junior officer should be used, so 
that he can serve as an aide. For very, very high ranks 
maybe use both a junior grade and a senior grade officer." 
It 
••• I would expect a neat dresser, neat appear-
i~g young officer, such as a captain, to do a better job 
" . . . 
6.. DO YOU FEEL THAT CIVILIAN DISTINGUISHED VISITORS 
S~OULD BE TRANSPORTED IN MILITARY AIRCRAFT, OR NOT? WHY? 
This is an ever present problem. Each and every 
year some congressman "sounds off" about the "waste" of 
using military aircraft to transport civilians to demon-
st~ations and on tours of installations. This year, in 
Match, Senator Paul Douglas of Illinois stated before 
Copgress that he felt the USAF had wasted over one million 
dollars in October of last year, when they flew hundreds 
of civilians to the Eglin Firepower Demonstration. 
The respondents all had very definite feelings about 
th+s question. Some of their answers and recommendations 
' 
were: 
"Only for official business. No junkets." 
"Should be used if it can help to accomplish the 
mi!)sion better." 
"Military is good when the airlines do not service 
the nearby cities • It • • 
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"Very necessary for the publicity of the Air Force. 
W~ can let the civilian see and know what we are doing 
wlth the money for flying. They should be told that this 
type of flying, if authorized at all, is only a by-product 
ot training." 
i 
The USAF has this to say in an official publication: 
a. Transportation: 
(1) Representatives of informational media may 
ride on a nonreimbursable basis in military aircraft 
on assignment to cover Department of Defense activities 
and in the event of spot news stories of transcendent 
national interest for which commercial or charter 
facilities are not available. Authority to approve 
flights of this nature is delegated to co~anders of 
numbered air forces and their equivalents. 
7.' PROVISION OF THE NECESSARY FUNDS FOR THE PROPER CARE 
AND ENTERTAINMENT OF DISTINGUISHED VISITORS? WHY? 
I 
These funds are appropriated each year by Congress. 
Ea~h major command is allocated a specific amount based on 
an 'estimate furnished by them. The funds are expended in 
acdordance with regulations.4 
Some bases are authorized to establish a nonappro-
pri!a ted fund. These are bases where official USAF schools 
are located. Regulations stipulate the requirements • .5 
3 AIR FORCE INFORMATION SERVICES MANUAL, 1 Mav 1956, 
pub111shed by The Department of The Air Force, p. 37 · 
4 DEPARTMENT OF THE AIR FORCE CONTINGENCY FUNDS 
DAF1 Regulation 491 - FUnds. 18 October 1957 
.5 DEPARTMENT OF THE AIR FORCE, AFR 176-6, 7 June 19.58 
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The respondents were in general agreement concern-
iqg the source of funds for entertainment. They all 
I 
recommended that Headquarters United States Air Force 
burget for this expense. The statements were typical of 
the accepted Air Force-wide position concerning this type 
ofl expense: 
" • • 
, I feel that the appropriated funds from 
Wa~hington should be adequately provided for this work," 
11 These should be provided by USAF headquarters." 
"Most bases get a slice of the Official Entertain-
ment Fund. This is usually sufficient for the people it 
is meant to be used for •• II 
"Headquarters USAF and nowhere else • • • " 
"Well, we end up 'dutch-treating' here a lot of 
times. This usually works fine, but I think appropriated 
money should be available for the Distinguished Visitor's 
portion of the expense • • • " 
8. WHAT ARE YOUR FEELINGS CONCERNING HONOR CEREMONIES? 
The USAF has excellent regulations for guidance on 
when and how to give honors. It was felt that some sug-
gestive criticism might result in suggesting improvements 
in the present system. 
The most pertinent problem is how should bases with-
out bands give honors. The majority of the interviewees 
agreed that canned (recorded) music and a sharp honor 
guard can usually do a good job for an honor ceremony. 
That problem is discussed in the next question. 
For general feelings about honors the respondents 
stated some of the following remarks: 
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"They are good for a first-time visit of a general 
or above. Also for high ranking civilians • It 
"They are fine as directed by USAF Headquarters." 
It 
• • For Distinguished Visitors they make an 
impressive show ••• " 
"Honors are justified at a minimum only •• , " 
"Here I go again. I say that honors are great. 
They help make an impression on the visitor. Especially 
if he is not familiar with USAF activities." 
9. WHAT SHOULD BASES WITHOUT A BAND DO ABOUT HONORS? 
"Do the best they can with recorded music and a 
real sharp honor guard • • • n 
"I think they can get by with the recorded music 
and an honor guard • • • 11 
"Should not be expected It • • • 
"At Lincoln AFB we used canned music and an honor 
guard. I think this works fine. It is good to have 
honors for this gives us an opportunity to impress the 
young airmen with the tradition of the service," 
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"Use an honor guard only. The record usually gets 
•stuck' or placed at the wrong time II 
10, WHICH TYPE OF SEATING PLAN DO YOU PREFER? 
The respondents were shown two seating plana and 
asked which type they preferred. These two plans were 
selected from a group of five different types obtained 
from military and civilian publicationa.6 
The majority selected plan or type "A" which is 
shown below: 
8 
9 
5 
1. Moat important guest 
2. Senior USAF officer 
TYPE 11A11 
3 
2 
10 
1 6 
2nd "ranking" guest 
2nd 1.1ranking11 officer 
This plan creates a conversational grouping of all 
the senior people at the function, (For plan "B", see 
page 51, Appendix A.) 
6 Emily Post, Eti;uette (New York, Funk and Wagnslls 
Company, 1945), pp. 347-3 1; The Air Officer's Guide (The 
Military Service Publishing Company, Harrisburg, Ps.) p. 359 
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11, HOW USEFUL DO YOU THINK A PROTOCOL POLICY GUIDE WOULD 
BE TO MOST BASES? 
This question was really the climax of the interview. 
After all, if the majority of answers had been opposed to 
distributing a "guide", the study would have been for 
naught. As it was, the majority recommended that such a 
"guide" be published and distributed for they felt that it 
would be most helpfUl. Some of their remarks were as 
follows: 
" • • 
• A guide will be most helpful to all bases." 
"Very useful. This type of information isn't avail-
able in one document at present, and I think we need one." 
11We need a regulation, guide or manual for this 
work. The answers are often hard to find • • It 
11 0ne of the most useful things a base could have." 
"Very excellent. Most bases can use. Please send 
one to me." 
12, DO YOU THINK THAT EACH BASE SHOULD HAVE A PROTOCOL 
OFFICER, OR NOT? 
The answers to this question were an overwhelming 
yes. Questions 13 and 14 are further explanatory probes 
dependent on the answer to question 12. 
13. IF THE ANSWER IS YES, AT WHAT LEVEL AND IN WHAT OFFICE? 
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The USAF has no set regulation or guidance on just 
where this function will be placed on the organizational 
and functional charts. It was the intention of the author 
to arrive at a majority-approved recommendation so that 
all bases would have the responsibility placed at the same 
approximate level and office. 
Most of the interviewees agreed that the logical 
place for this responsibility was near the commander. To 
be specific, some of their answers are as follows: 
"Somewhere at the headquarters level n . . . 
"He should be near the commander. I don't mean 
physically near, but he should be available at all times." 
"At the highest level on the base, for this is 
where the decisions are made on what to do." 
"As close to the commander as possible, If he is 
close to the top it makes it easier for him to deal with 
other agencies on the base." 
14. WITH PRIMARY OR ADDITIONAL DUTY AS PROTOCOL OFFICER? 
The majority recommended additional duty for most 
bases. Several people mentioned that some bases, busy with 
Distinguished Visitor traffic, might need a full-time 
Protocol Officer. 
Some of the answers are listed here for the read-
er's edification: 
4o 
11Addi tional duty on a rohar basis II . . 
-
"As additional duty at m1st bases. If the base 
ascertains that the traffic is sufficient, ·then a full-
time duty would be required." 
11Addi tional duty for mostl bases. Bolling and other 
busy bases with a lot of VIP traffic would probably need a 
full-time protocol officer." 
11Addi tional duty should satisfy the requirement at 
I 
most bases •• It 
i 15. ARE THERE ANY ADDITIONAL RECOMMENDATIONS THAT YOU 
WOULD LIKE TO MAKE CONCERNING ANf AREA NOT DISCUSSED? 
The additional recommenda~ions are listed below: 
It 
•• seating place cards ••• " 
I 
"Seating plans for dinners are good, but how about 
place cards and calling cards • t • " 
ence, 
11 
••• official calls, answering VIP correspond-
a precedence list and intrJduction rules •• 
"Calling, dress, receptiorys, and precedence 
II 
• 
II 
"Include flag information, honors, because of NATO 
I am speaking for all services and all countries. We need 
information about our allies. Al.so things like expecting 
I 
a European to kiss the hand of ladies • • • " 
11Wives should be expected to help out when the VIP 
brings his wife along. The visiting wives like to go 
shopping and sightseeing with other women • • • '1 
16. HOW INVOLVED HAVE YOU BEEN WITH PROTOCOL IA TELY? 
This question was asked to give credibility to the 
answers to all previous questions. The officers were all 
selected within a population that would be involved in 
protocol activities. Some of the officers might now be in 
staff positions where they would not be greatly involved 
with protocol. The table on page 25 shows that 45 per cent 
of the respondents have been VERY involved, 30 per cent 
moderately, and 25 per cent slightly. 
CHAPTER V 
SUMMARY AND RECOMMENDATIONS 
SUMMARY 
There is much to protocol that has not been covered 
within this study. But most of these "untouched" factors 
are intangibles and must be learned through the "school of 
experience". 
The sample selected was a major source of advice, 
as there were not very many publications with protocol 
information specifically discussed. As previously stated 
the United States Air Force does not have a "Protocol 
Guide", per se, although many answers to questions may be 
found in numerous publications. 
The public relations program of the Air Force is 
conducted by The Office of Information Services, Office of 
the Secretary of the Air Force. The overall objectives of 
this office are: 
1. To attain universal comprehension of the nature 
of the threat endangering the security of the United States 
and the free world, 
2. To develop a program designed to give every 
member of the Air Force an understanding of airpower. 
J, To insure consistency of expression by Air Force 
personnel on matters of policy, doctrine, and concept when 
acting in an official capacity with the public. 
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4. To explain to the American public the manner in 
which the Air Force can efficiently cope with the demands 
of national security in periods of tension and in global 
war. 
5. To provide Air Force personnel and the American 
people with an understanding of the dominant role of air-
power in international relations, particularly an appreci-
ation of the role of the United States airpower in United 
States foreign relations. 
6. To promote an understanding of the fundamentals 
of modern war. The information services program operates 
within three major areas of activity to accomplish the 
objectives outlined above: Internal information, public 
information, and community relations 1 0 • • • 
It is the author's contention, supported by the 
majority (80 per cent} of the respondents interviewed, 
that protocol activities make a substantial contribution 
to the United States Air Force Public Relations Program. 
There is no intention to place the "burden of proof" on 
any organization within the Air Force to prove or disprove 
this allegation. The intention of this study was to speci-
fically pinpoint protocol's place and its contributions. 
This has been an effort to take protocol out of the nebu-
lous realm and give it sufficient body and strength to 
l AIR FORCE INFORMATION SERVICES MANUAL, (Depart-
ment of the Air Force, May 1956), pp. 1-2 
become a recognized and needed function. Protocol has been 
much like esprit de corps; everyone has always felt that 
both were excellent to have, but that they were hard to 
define, quantify, specify, and regulate. 
In the next section, Recommendations, there are 
listed suggested ways to give protocol its rightful place 
in the United States Air Force. 
4.5 
RECOMMENDATIONS 
It is recommended that the United States Air Force 
publish a guide, manual, or document or some rorm, on the 
subject or protocol and make world-wide distribution or 
same. 
The author has worked ror several years in the 
field or protocol and related fields. In that time he has 
talked with a great number or officers who have stated that 
they felt such a guide would be or much us.e. In his job as 
a Protocol Officer at the Air University, Maxwell Air Force 
Base, Alabama, he received many requests ror information on 
protocol matters. These requests came rrom personnel sta-
tioned throughout the United States and overseas at our 
bases, The full majority or the respondents interviewed 
in the survey, made in connection with this study, stated 
that they felt a Protocol Guide would be useful to our 
bases. 
The problems or protocol are problema involving 
Distinguished Visitors to our bases and installations. The 
care and treatment or these visitors is or prime importance, 
ror it is a contributory factor to the impression made upon 
these visitors concerning the efficiency or the Air Force. 
The expense or publishing and distributing such a 
guide or manual should be a justifiable one, due to the 
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type of information it would contain. The author has com-
piled a format that could be used as a starting point for 
a guide. It is included as Appendix C of this study. 
Recommendations not included in the guide are: 
.a. That each base appoint an officer as Protocol 
Officer. This can be an additional duty at most bases. 
This person would receive the "guide" and all other per-
tinent information on protocol. On bases where the senior 
man has an aide, the aide could assume this responsibility 
for he is usually involved with protocol matters. On other 
bases the executive officer, adjutant or other officers 
could be appointed. This will assure all bases of having 
some type of guidance on matters of protocol. 
b. A fund be created so that expenses incurred 
would be reimbursable on an individual voucher basis 
rather than the quota type now used with the Official 
Entertainment Fund (491 Contingency Funds). This type fund 
could also include specific types of expenses. for non-VIP 
visitors, such as reporters, writers, and other media 
people who visit bases. Their expenses are usually 
absorbed by the information services officer as an occupa-
tional hazard. 
c. That more specific regulations or guidance be 
distributed concerning all instances when civilians are 
authorized to fly in military aircraft. 
These recommendations are not intended to be pre-
sumptuous by the author. They merely seem to be logical 
conclusions of this study. 
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APPENDIX "A" : INTERVIEW SCHEDULE 
FCR A THESIS ON: " AN EVALUATION OF PROTOCOL IN THE 
UNITED STATES AIR FORCE WITH REGARD TO ITS CONTRIBUTION TO 
PUBLIC RELATIONS PROGRAM." 
DEFINITION OF PROTOCOL TO BE USED: ALL OPERATIONS CONNECTED 
WITH THE CARE AND ENTERTAINMENT OF DISTINGUISHED VISITORS 
TO UNITED STATES AIR FORCE BASES. 
QUESTIONS 
NUMBER 1: How important do you think Protocol is to the 
United States Air Force? 
Number 2: How much of a contribution do you think Protocol 
makes to the United States Air Force Public Relations 
Program? 
Number 3: Who do you think should personally welcome the 
Distinguished Visitors arriving on the base? First choice? 
Second choice? Why? 
Number 4: What are your feelings about the use of host 
officers? 
Number 5: Would you tell me what you think the duties of a 
host officer should be? 
Number 6: Do you feel that civilian Distinguished Visitors 
should be transported in military aircraft, or not? Why? 
Number 7: Sburce:. or the necessary funds for the proper 
care and entertainment of Distinguished Visitors? Why? 
Number 8: What are your feelings concerning honor ceremonies? 
Number 9: What should bases without a band do about honors? 
Mumber 10: Which type of these seating plans do you prefer? 
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SEATING PLANS TC USE 
TYPE "A" 
8 3 4 7 
9 10 
5 ..., 1 6 
'" 
1. Most important guest 3. 2nd "ranking" guest 
2. Senior USAF officer 4. 2nd "ranking" officer 
TYPE "B" 
6 2 
4 1 
5 3 
1. Senior USAF officer 4. 2nd 1tranking 11 officer 
2. Most important guest 5. 3rd ~ranking" guest 
3. 2nd "ranking" guest 6. 4th "ranking" guest 
Number 11: How useful do you think that a "Protocol Policy 
Guide" would be to most bases. 
Number 12: Do you think that each base should have a 
Protocol Officer, or not? 
Kumber 13: If answer is yes, at what level and office? 
Number 14: With primary or additional duty as Protocol 
Officer? 
Number 15: Are there any additional recommendations that 
you would like to make concerning any area not discussed? 
' Number 16: How involved have you been with Protocol lately? 
APPENDIX "B" : INTERVIEW-NUMBER 1 
P1AC:&;: WESTOVER AIR FORCE BASE,M..J\.SS. 
TIME: JANUARY 1959 
AN SWE.KS: 
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1. Protocol makes a very important contribution to 
the A1r Force. It is a requirement that all must be aware 
of. 
~. Well, I think that it makes more of a contribution 
to the external relations program than just to public rel-
ations. People from foreign nations are all aware of the 
importance of protocol and they notice when you do wrong 
things(protocol-wise). The Shah of Iran visited here and 
we did not know what to do, what to call him, where to seat 
him, and things like that. There are lots of examples of 
the importance of protocol. 
3. All depends on the distinguished visitor. Under our 
terms the most senior person or his immediate representative 
should meet the visitor. Certainly a rank comparable to ,if 
available on the base. The commander in chief on the base 
should meet all of the distinguished visitors if possible. 
Especially when the visitor is a three or four star rank. 
4. To become frank it all depends on the circumstances. 
A well planned program will not need a host officer. One of 
a loose schedule will need a well informed officer to guide 
the way around the base for the tour. Usually a sharp, jun-
ior officer will fit the job. 
5. Very capable, know how to reach all parts of the base 
and what is going on all over the base. Be able to take care 
of the personal requests of the visitor. 
6. Yes. When on official business. The military can get 
the visitor there first, normally. The civilian airlines do 
not usually have a close airport to the bases. You can take 
better care of the visitor and make a better impression on 
him for the USAF. 
7. USAF would make a large step forward if it would in-
crease the amount of the funds that are available for this 
entertainment. We need more money so that the officers club 
and the individual officers will not have to pay for this 
out of their pockets. Most bases spend more than they are 
allocated. This shows that there is a need for greater amount 
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of unobligated money to spend on entertainment of the dist-
inguished visitors. After all this is an important function 
of the base and its personnel. Here in January we bring in 
visitors from all over this section. It will undoubtably be 
paid out of our pockets-in part- as usual. It cost me $10.50 
for the last party that I HAD-to attend. 
a. r think that honors. are vital, but only to peopl.e 
that should receive them~ I think that most mii:rtary people 
should not receive them except when they are on an otrrc~al 
important type of vlsi t. We need honors as follows: 
a. For necessary recognition 
b. Royalty should always recieve 
c. A one-time diStinguished visitor 
d. The accordance of honors usua!Iy helps the visit to 
get started right •• on the right foot. 
9. Very best of such. Honor gurad of appropriate size. 
Canned music is better than nothing~. A band should ·be used 
if it is available. 
10. The type where the vips are in the middle. 
11. Excellent. A real advantage to the base and to the 
wives. They need to know when to wear gloves,etc. Once a 
wife here wrote to MRS. EISENHOWER to get the answer to a 
protocol question. These should be available here. 
12. No special type. All bases should have one additi-
onal duty. Available so that all can.come to him for answers. 
13. In commander's office or close by. 
14. If there is a general let his aide be the protocol 
officer. Additional duty. 
15. No. You are biting off a mouthfull now. 
16. Very involved. Several times a week,usually. 
INTERVIEW NUMBER 2 
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1. Very important. For people within the USAF so that 
the initial impression of' the base will be one of efTiciency. 
For state department types I think they all expect it. You 
know what 1 mean, the foreign visitors oCrrupt. 
2. Makes a tremendous contribut-ion. rou can't spell the 
amount in dollars or cents but it is a great efrort~ You es-
pecially need protocol among the leaders of the community. 
they influence Congress, so they must be properly handled. 
Protocol helps the base to do the job better. 
3, The senior commander on the. base should, SAC bases 
always have the commander do it. At Goose Eay and Harmon AFB 
hi~h powered people are always passing through. The commander 
meets all possible. 
4. Limi.ted to very Distinguished visitors. A protocol 
or host officer for ranks of full colonel or above or civi-
lian of equivilant rank. 
5, Depends on the command,At Bolling an auxiliary aide 
is probably better than just a host officer. Most generals 
have their own aide. The civilian visitor would need some-
one like an aide to help him. 
6. Necessary. For publicity of the USAF. We get the 
USAF to support the ci vili<m. They must know what we lmow. 
Russia should only know our strong points, our distinguishEd 
civilian visitors should be able to see both sides. The 
Eglin firepower demonstration is a good example of letting 
the civilian know about the USAF. How much the cost is,etc. 
We bring civilians here and let them see what we have, and 
then ask for more money for housing,etc. 
7. SAC uses a contingency fund, a non-appropriated one. 
The purpose of the entertainment is to establish better re-
lations between the civilians and the military, so it is a 
worthwhile expense. 
8. 1 think that this varies with bases. The level of 
the base at Bolling and Major Headquarters the use of honors 
is good. They should have a band and all of the capabilities 
Tor giving appropriate honors. At SAC it is desirable to c 
have available for esprit de corps. 
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9. Should not be expected. 
10. For ceremonies we have a SAC guide. A guide will 
be most helpful for all bases. It is needed very much to 
answer the questions. 
11. Type A, 
12. On a roster basis. This way everyone gets to 
have a working knowledge of this type of work. 
13, Base Operations would be a good place for the 
officer to be on duty. 
14. Additional duty on a roster basis for reasons as 
in answer 12. 
· 15. No additional remarks, Here General Sweeney has 
large dinners with seating place cards, !think they are 
very helpful. 
16. Quite a lot. I visit a lot of bases with the gene-
ral and his party. We usually are entertained by the base 
commander at these bases. 
INTERVIEW NUMBER 3 
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T. r think it is a very important item of' contribution. 
Most officers do not have a good working knowledge o:r it. 
2. It contributesin several ways. I think that the 
foreigners_ who. visit us are .. most . impressed by the way they 
are treated-protocol-wise. 
3. The base commander should meet as many as he can. 
But,and this is a big difference, if he is called away from 
his. job too often for this type or thing,, he should dele-
gate his deputy for some of the greetings. 
4. They are good to use when the visitor is a stranger 
to USAF type of operations. For instance when a new civilian 
with the government comes he should have a host officer to 
explain things to him. 
5. The host officer should be able to help with person-
al problems, such as laundry, dry cleaning ,etc. The host 
officer should be well informed about where things are on 
the base. 
· 6. Military is good when the .. airlines do not service 
the city _near the base. Sometimes the airports (civilian) 
are quite a distance away and it becomes a problem to get 
the visitor to the base. 
7. These should be provided by USAF Headquarters. The 
funds usually are insufficient for the full fiscal year. I 
usually end up paying a lot out of my pocket. This is an im-
portant function of the USAF and should be adequately prov-
ided for by Headquarters. 
8. Honors are good for VIPS on their first visit. I 
also think that they are good for civilian VIPs because they 
help to make a good initial impression on them. We do not 
have enough USAF bands for all bases, but an honor guard 
can help to make an impressive showing. 
9. They should use "canned" music. The USAF has record-
ed music that fits most occasions like this. They can defin-
11tely use the appropriate size honor guard for the ceremony. 
' 
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10. Type A, This makes a better conversational group. 
11. I think that it would help most bases because they 
do not have all the answers that a good protocol guide could 
provide. I am sure that at Bolling AFB. and other major bases 
they have some type of printed instructions for protocol. 
12. Yes, someone should have this responsibility. 
13. As close to the commander as possible. EIS executive 
officer or the adjutant. 
14. As additional duty at most places. Ifthe base as-
certains that the traffic in VIPs .. is heavy enough, then a 
full-time officer should be appointed. 
15. None except that I think a guide would be of great 
help, but you seem to plan that,already. 
16. Not teo much lately, when I was a base commander I 
was greatly involved week after week. 
INTERVIEW NUMBEJ 4 
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· 1. QUite important to bases where you have a lot in 
Yisits. Most bases only have a little traffic in VIPs. 
· 2. The public relations program and protc.eoi go hand-
in-hand~ They help each other. Good public relations is 
impossible without a working knowledge of"protocol, if 
you consider. i.t in the context you explaili,d. 
--
3. The highest ranking man on the base unless he is 
tied up too much with this type of thing. One of tne high 
ranking people should meet the distinguished visitors. 
4. It is all according to how you plan to us·e him. I 
wouldn't have a colonel doing this type of thing. Maybe a junior officer, so that he could act more as an aide than 
a host officer. 
5. He should escort the visitor to all places he goes 
on the base, when it seems to be the proper thing to do. 
I.f. the Base Commander invliltes the visitor to dinner at his 
quarters, then maybe the host officer should not attend. I 
think that the host officer should be able to solve most of 
the small problems that arise during a visit. For instance 
when the transportation doesn't arrive in time he should be 
able to figure oat what to do. Use a sharp officer for this. 
6. Military, if you have nice, clean aircraft for this 
work. I don't think I would reccommend combat-type aircraft 
for this type of flying. Usually a good old C47 can do this 
properly. This fits in as one of the reasons to invite a 
VIP to the base. Give him a ride in a military aircraft to 
help impress him. 
7. I feel that the appropriated funds from Washington 
should be adequately provided for this work. It is work, you 
know? Man, I used to get tired of this type of thing. I real-
ize that it is a necessary evil, but it really gets you, 
sometimes when the load is heavy. 
a. They should only be used for two stars and above. We 
gelt so many here that think they are VIPS when they are only 
full colonels or brig- generals, and act like that expect 
honors. For high ranking peale honors are good. 
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9. Use recorded music and an honor guard. This works 
out fine. 
10. Type B. 
11. Boy-o-boy this would really help. r used to have 
my people running around like "mad" trying to get answers. 
Once we had a senator coming in for two days and we didn't 
know what to do about seating and wbat to call him. We 
had an assistant secretary of the USAF-come in and we really 
fouled-up then. This could help. 
12. Yes on a temporary duty type of thing. Maybe on 
a roster of four or five sharp people, so that no one would 
get too much of this work. 
13. Somewhere. in headquarters. 
14. Additional duty should do i~ for most bases. I re-
member Maxwell AFB had several full-time protocol o:f"f"icers. 
They really needed them there. Bolling has some also I think. 
15, No. 
16. Last year I had plenty, not so much lately. I guess 
my time will come again soon. I really don't mind too much. 
It is necessary for the USAF. 
INTERVIEW NUYBER 5 
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1. Very important. I feel that the impressions VIPs 
get when they visit and take away are instrumental in decis-
ions affecting the services. They get a "feel" or what is 
going on and the USAF· gains by this indoctrination. 
2. Protocol is a good contribution to public realtions. 
That is as you described it, per se. Example or· this is the 
Eglin Firepower Demonstra~ion type of action. They have a 
good protocol set-up ther¢. Protocol gives a good impression 
of where the dollars go. The civilians can sit in one spot 
where and how the money is spent for defense. 
3. Dependent on the base mission. The senior of"ficers 
present, depending on the rank of the visitor. At a one 
win~ base the commander can probably handle. Here at Westover 
we have Ej,ghth Air Force Headquaters and lots of colonels 
around so it should be no great problem to find a ranking 
man to meet the visitors. 
4.According to what the visitor is doing here. If he 
is just passing through, there is no need for a host officer 
for him. If he is on an official visit, then he probably 
should have a host officer. A project officer for the mission 
he is visiting could serve as a host. We certainly don't want 
to give the impression that we have extra officers around for 
this typ~a of duty. I think that someone who has a definite 
assignment connected with the visit should host. 
5. Should be familiar with the area. Double-check on 
quarters assignment and transportation. St~y with the visitor 
during the entire time in the interest of serrdom. You know, 
what I mean, the host should SERVE the visitor. Take care of 
all little problems that arise. 
6. Yes, if on official business. Not for hunting trips. 
Nor fishing and other "boon-dogging" trips. O.K. for the 
firepower demonstration and things like that. Especially if 
several can use the airplane together. This type is really 
good. I don't like to see anyone with a "personal-private" 
type airplane. All airplanes should be used for best USAF 
total utilization. The old "gooney-bird"is good for this 
mork. 
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7. I don't feel qualified to say • However I don't think 
that the individual officers attending should foot the bill. 
8. Should be restricted to "real" VIP ranl{S. Also dep-
ends on the mission of the visi~. With a general just drop-
ping-in I would say no. Official visits by VIP should req-
uire honors. For civilians only for those of VVIP rank, such 
as The Secretary of the USAF or that level. 
9. Use just an honor guard. This can be very effective. 
10. Type A. It always seems to be better for then all of 
the ranking peale are looking at each other in short range. 
11. Very helpful. I think air attache type people can 
help for corrections and advice. I was an attache and we had 
plenty of protocol work, believe me! 
12. Yes. There should be a resonsible agency answering 
to the .. base commander. In many ways this is a dual fUnction. 
13. Maybe a major. Not a full colonel, but an exper-
ienced oi'fic.er. Close to the co!limander. 
· 14. Additional duty only, fcir most bases. At absolute 
remote bases for sure. At busy bases with a lot of protocol 
traffic, then maybe a full time. 
15, None. 
16. I was at Bickham before coming here. There we had 
a lot of this typr of traffic. MATS was usually involved and 
they did a good job on protocol. 
INTERVTEW 'NmiEEli 6 
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I~- EXtremely ililportant because or the affect created 
by good or bad protocol procedul'e. Most civilians ~ow 
little or nothing about our missions and-through protocol 
we can ten them proper::j.y. 
· 2~ Bard to define. Prestige,-wise it is definitely a 
requirement for the USAF~ No matter· the base is you :need 
good relations with the civilians there, and protocol·can 
help you maintain those relations. 
· 3~ The. senior officer should ·meet all VIPs. Tf"he is 
present, then t.he next senior should ·meet them~ It Is very 
difficult to decide what. procedure to fOTlow here because 
we have an Air Force Headquarters here. Usually the base 
commander handles, unless it'is. a very, very hi(n'rank:tng 
person. T.hen one of the generals from headquarters goes down. 
· 4. As high rank as possible. 
5.Quarters, entertainment, depends on the desires of 
the visitor. Some visitors !ike to be. left a1.one to ·rook 
things over by themselves. 
6. Let's say far .. those of high· rank and status. And 
I say yes, they should travel by military aircraft, when on 
official business. 
7. No on a base·generated fund, for this is usually for 
the we!f'.are of the airmen. VIPs are usua!!y loaded with funds 
anyway, They should foot the bi!!. I know they don't, but I 
feel that they s.hou!d .• I ,for one, would like to see them 
a!! pay dutch treat for everything. The foreigners are al-
ways loaded with money, at !east it seems to me. 
e. My feelings are that USAF should send out directives 
on this matter. The present regulation is not clear on how 
to handle a!! cases. We can use some guidance here. When we 
had a visit by the Commander Of Strategic Air Command visit 
here we were lost for instructions. We called his aide and 
he read (over•~he telephone) off what we should do. I visit-
ed !6 of our bases with our Commander on an official visit. 
Each base seemed to have a different ceremony. We need help. 
63 
INTERVIEW NUMBER 6 
9. Definitely with canned music and an honor guard. Th-
ings work out good this way, usually. Most of the bases I 
visited,on the trip I told you about, used canned music. 
10. Type A. This always looks better, I think. The 
higher ranking people are all together this way. 
11. One of the most useful things a base could have. 
If you include recommendations for honors. Every base and 
commander would appreciate having a manual or document handy 
fer protocol matters. 
12. Yes, one should be designated. Junior grade. 
13. Additional at most bases should suffice, Some of 
our bases would have to have a full time officer. 
· 14. At the highest level on the base, for that is wh-
ere the decisions are made on what to do. 
15. Yes. Seating plans, calling cards, calling proced-
ure, answering coreespondance to VIPs, ali should be in-
cluded. 
16. Very involved • .IUmost daily for the last two years. 
INTERVIEW NUMBER 7 
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1. Well, I think that it shows a belief in tradition. 
it shows proper respect for senior people, both military 
and civilian; American and foreign. It shows a mark of 
hospitill'lity. A new man in the USAF does not know much ab-
out protocol, but he should learn as fast as possible, for 
it is one of the ways we get the job done, 
2. Tie in with the first answer because the first im-
pression is an important one. The visitor gets the idea of 
efficiency if the initial greetings and ceremonies are run 
smoothly. He can assume that if the base is efficient in 
this aspect it probably is efficient throughout, 
3. The top man should meet, except at Maxwell and pl-
aces like that. 
4. In many instances both high and low rank are useful 
for this assignment. If the visitor is here only for a sh-
ort visit, the problem is different than for an extended 
visit. A congressman is usually staying overnight, so give 
him a captain or a junior officer to serve as a temporary 
aide. And then for the information about the projects on 
the base assign a senior officer to host him. 
5. The two jobs as I described them above. 
6. Should always use for official visits. It gives the 
visitor an idea about the eqUipment that you have. It lets 
bim see the aircrew at work. Here one of our crews flww the 
£ecretary of State on a trip to Europe and Formosa in a KC-
135, the new jet tanker. We received several nice letters 
through channels on the efficiency of the crew. It lets the 
VIPs "rub elbows" with the USAF personnel. 
7. We have an entertainment fund, but this is a matter 
that must be tightly controlled, and limited to the extent 
that the job can be done properly. "Frills" should be cut 
out of entertainment. It isn't fair to "dutch-treat". Also 
remember that an impressive dinner might give the impression 
rhat we are "loaded" with funds, It might give the wrong i,-
pression. 
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8. Where they can be properly given we should give them. 
I think a poor job or honors is worse than none. 
9. At Lincoln Air Force Base we used canned music and 
an honor guard. It worked out fine. I think honors give the 
USAF a chance to impress the young. airmen with tradition. I 
think that a few outfits should always be present for the 
cerement. It doesn't take much time off from work and it is 
impressive for tradition. 
10. Type "B" for some occasions, but also type "A". 
11. Very excellent. Most bases can use. Send me one. 
12. Yes. 
13. As close to the commander as possible. If he is 
close to the top it makes it easier for him to deal with the 
other agencies on the base. 
14. Normally I think additional duty should do. I know 
that at Maxwell and places like that they need full time, 
but most bases can get by with a part-time protocol officer. 
15. Nothing. 
16.Very involved. To a great extent my outfit here is 
a tenant organization,also the Eight Air Force is the same. 
We have a lot of this protocol business for a tactical unit. 
By the way, this is how SAC does the job: We feel that it 
is best to display the outfit in its' working situation. We 
try to keynote the normalcy of the situation, not to look as 
if we are putting on a show for the visitor. 
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1. To me, protocol is important to the USAF as an 
agency operated on the basis of rank. We must be aware of 
the proper treatment for our senior people. 
2. In the connotation mentioned it has a· tremendous 
amount to do with the advancement of the USAF. We can't 
operate in a vacuum. We must let~the public know what we 
are doing with the money Congress allocates to us. We need 
the confidence of the people and we can get it through our 
public relations efforts. That is why the Navy is so strong 
with the public. They have a good protocol and public re-
lations program. 
3. I thin~ that a roster should be used. This way the 
Base Commander and his Deputy would not have to do all of 
the meeting and greeting. 
4. Yes~ Should be someone who can be spared from his job. A junior officer should usually first get this type job. He can be mo-re like an aide instead of an escort. 
5. To make the visit profitable and pleasant. To meet 
the schedule and to help the VIP enjoy his visit. It is a 
"selling game". 
6. Concur-when the visit is for USAF indoctrination. 
The Eglin Firepower Demonstration type of thing, Not for 
the "junket"~ like fishing, hunting, etc. Neither for the 
one individual. I think that it is fine for groups. 
7. To the largest extent it should be "dutch-treat". 
The Officer's Club Fund is out, this is supposed to be for 
the members. Maybe some central fund could be used. I feel 
each base should try to get the funds from the higher com-
mand level, not try to pay the expenses themselves. 
8. Fine for the President of the United States and oth-
er very high ranking people. The Chief of Staff level is 
fine. I don't think it fits for most civilian visitors. 
9. Not necessary to have honors. So just do without. 
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10. Type "a" 
11. Very useful. Most bases can use. 
12. Wpuld be desir.able, 1es. 
1.3. The office of information spot would be most lik-
ely place for an additional duty ppotocol officer. 
14. Additional duty should be good for most bases. 
15. I think name cards and official calls are all 
"hog-wash". They are a thing of the past9 and should be fo-
rgotten. The. commander of today doesn't have time for this 
type of thing. 
16. Not excessively during the past year. Before that 
I was very involved for three years. 
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1. Important according to how far you carry it. VIPs 
should be recognized, for sure. Also we should recognize 
that proper type aircraft should be used. 
2. Protocol helps in many ways other than VIPs. Use 
protocol to help the VIPs get an idea of what is going on 
at the base. Have small parties to meet the base people 
on an informal basis. I.-don 1 t'~like the big party type of 
entertainment. A Major ~eneral and A Congressman require 
differ_ent. types of treabnent. 
3. Here we cannot meet the VIPS day in and day out. 
As base commander here I have too many other jobs to take 
care of. I would spend all my time at base operations if 
I tried to meet all of the VIP visttors. Someone should 
be designated to m~et the VIPs. We should have special 
parking in front ot base operations for them and a specif-
ic. type of treatment, slyly or openly , they should have 
service. The airdrome officer can do the job properly. 
4. This normally depends on the VIP. If he asks for 
honors, then give them. O~her wise don't bother. If he is 
staying long assign a host officer. If it is to be s short 
visit and you don't think one is necessary, then don't as-
sign, It is a specific decision for each visit. 
5, The visitor should be helped by the host officer. 
The host should be well informed as to what is happening 
on the base, fte should be able to get little things, like 
laundry and dry cleaning taken care of as fast as possible. 
I know that when I travel this is one oddity that seems 
to always be in effect; I always need fast laundry or dry 
cleaning. 
6.Should be used if it can help to accomplish the mi-
ssion better. If a congressman becomes involved in the need 
of a trip, he should get the military aircraft, but only 
formally and for official trips. 
7. The method used now is good. Here we have plenty 
of entertainment and we seem to have sufficient funds. I 
realize that other bases might need a special fund for this 
work, and I think it should come from Washington. 
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8. Depends on the purpose of the visit. Not necessary 
for most visits. Usually only for the top ranking people. 
And then only under special circumstances. 
9, The appropriate honors can be done without a band. 
Use canned music and the appropriate sized honor guard. 
10. "A". 
11. General guidance is good. Not too many specifics. 
This would be hard to do. The regulations today are not en-
ough for guidance. They are too varied. 
12. Yes, 
13. Depends on the base and its organizational struct-
ure, On some bases the general's aide can do the job. 
14. Depends on the volumne of business. If he is nee-
ded full time , then have a full time, if not an additional 
duty should suffice. 
15. Nothing. 
16. I have been very involved lately for the past few 
years. 
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l, I believe that it makes a great contribution, We 
all need to know more about it. I served in a military mi-
ssion in South America and that helped me to learn a lot 
about protocol and what it contributes, 
2. They both seem to complement each other. Of course 
public rel~tions is the more important factor to somewhat 
greater extent than protocol. I think protocol should be 
considered as a function that helps our public reit:ations 
with Americans and with foreigners. 
3. Usually a high ranking man. The base commander if 
he. can. They are usually too busy to meet all of the VIPs 
so they should have a representative to do it for them. 
4. I think they can help to make the visitor enjoy 
his stay and to help him learn about the base and its fun-
ctions. 
5, Fmr very high ranking people ,like a Secretary of 
The Air Force or above, I think a full colonel should be 
used as an escort or host, I think that a junior officer 
should usually be used so he work as an aide would, For the 
high rank as above mentioned maybe two should be used. 
6. Only for official business, No junkets, 
7, These funds should come from Washington, not from 
the base funds and not from the individual officers who 
must attend these functions, 
8. They are good for the first time visit of a general 
or above. Also for high ranking civilians of the level that 
I mentioned above, 
9, I think they can get by with the recorded type of 
music and an honor guard. 
10. I like the first one, type "A". 
11. This could really help out. You could put in other 
things like seating plans, information on calling cards and 
4t should help most bases, for we have nothing now like that, 
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12. Yes. Someone should be prepared to answer the maay 
questions that are asked about protocol. 
13, He should be assigned as close to the top as poss-
ible. He will be able to get his answers to decisions need-
ed about these matters. 
14. Usually additional duty should be sufficient. 
15. Nothing. 
16. Not very much lately. By that that I mean for the 
past two years • 
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1, This is hard to say. I guess that it does contrib-
ute to the overall mission. I wouldn't say that we had to 
have it. We could probably get along without it. 
2. Well, I am not overly impressed with either of the 
two. Protocol is too fancy for me and I don't think our 
public relations is anything special. We could use help in 
both cases. 
3, The base commander or a high ranking man should , 
4. Host officers can do a lot to help make a VIPs 
visit a success, I have served as host officer several 
times. I don't like to do that sort of thing, but I guess 
it is a necessary evil, I think junior officers could do 
this type of thing just as well as a colonel. 
5. He should be a sharp young officer. Then he can act 
as an aide. I wouldn't want to run around getting cigar-
ettes for a VIP, but a junior officer could, He should 
know about what is doing on the base so that he can brief 
the VIP. I think he shouad plan to stay with the VIP as 
much as possible, except when higher ranking peale are 
with the VIP. 
6. Military airplanes should not be used, except when 
absolutely necessary. I mean for civilians. They get the 
impression that they have an airplane just sitting around 
waiting for them. I think this gives them the impression 
of waste, No wonder the congressmen yell to cut off flight 
pay, They see men and airplanes just used to take them on 
trips, so it looks like a waste of money, 
7. Headquarters USAF and no where else. 
8, They should be used only when absolutely necessary, 
Just for very,very high ranks. 
9. Just use an honor guard. The recorded music usually 
gets all "fouled-up". Yes, just an honor guard should do, 
10. Type rrj,rr looks good, I am used to the other one, 
but "A" looks like it would be better. 
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11, Most bases do not have the answers to the questions 
about protocolo I think a guide of some type would be a big 
help, 
12, Very definitely someone should be prepared, 
13, Somewhere around headqu~rters, The commander will 
be involved as much as anyone and should have this man near 
him for advice, 
14, Additional duty onlyo I don't see where any base 
would need a full time man at this work, I haven't ever had 
the ne.ed for a full time protocol officer, 
15o None. 
16. Only slightly. I get stuck with this stuff once 
in a while. Maybe once a month, no ~ore, thank goodness. 
INTERVIEW NUMBER 12 
PLACE: ANDREWS AIR FCRCE BASE, MARELAND 
TIME: FEBRUARY, 1959 
ANSWERS: 
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lo Extremely important. I did this at SAC headquar-
ters for two years. I was Deputy Chief of Staff there and 
one of my jobs was to oversee the arrangements for VIPs 
visiting" My thoughts were that we should really show the 
VIP what we were doing and make a good impression on him. 
2. The public relations at most bases is very import-
ant. Protocol can help out a loto You couldn't have a very 
effective program without prot6colo 
3. I think that this requires details. We have gone 
out and picked up groups, then General Leinay would meet. 
us when we returned. This is very effective for the VIP. 
They get a big "charge 11 out of ceremonies. Most civilians 
of lesser rank could just be driven to the base and taken 
to the base commander's office" This should be sufficient. 
It is normally only the common courtesy that they are look-
ing for. · · 
4o Rank is not always important. Junior officers who 
know their way around the base are better hostss than a 
colonel that is lost when he leaves his office. The host 
officer can really help get the job accomplished properly~ 
5. Essentially he should be very familiar with the ba-
se and all facets of its operations. He should be sober in 
his thoughts, have a good personality, good conversation-
alist. He definitely needs to be able to answer all quest-
ions he might be asked with an intelligent answer. 
6. Have at it, I say! It is being done and should be 
continued. The USAF is overcautious with this sort of th-
ing. Let the civilians have a ride in a military plane and 
see what we have to work with. 
7. Appropriated. There is never enough money. At SAC 
Headquarters we never had enough to last the year, and do 
a really bang-up job. We had to " dutch-treat" a lot there. 
Also we had the officers club pay the bill. When a person 
was briefed on his own request, he paid his own expenses. 
8. Should only use honors for public office holders • 
. Most other civilians do not know about or expect them. 
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The legislative and liasion branch in he~dquarters can get 
the information on who should get honors. They should get 
this information and let all commands have it.We need to 
know all about the foreign visitors. Their religion, their 
diets, and other customs. 
9, I definitely do not like the recorded music. It 
usually gets all messed-up. Someone starts it at the wrong 
spot or the machine breaks down or something happens. I 
would just recommend an honor guard and the colors. 
10. "A" usually works better. 
llo My experience has all been at a large headquarters. 
I have not been on a small, normal size station in ten years. 
I mean that I have not been stationed on a small base for 
that period. It seems that most bases would need a guide of 
some type for protocol work. Yes, I would recommend one. 
12o USAF has outdated, antique type of guidance at pr-
esent. USAF should adopt a limited number of customs, prac-
tices, procedures. Most commands don't know have time for 
official calls and reception, etc. Yes, every base needs it. 
13, Couldn't keep him busy except at very large bases. 
Part time or additional duty should be enough. Front office, 
14. Usually additional duty as I said. 
15. None. 
16, While I was with SAC Headquarters I had day-to-
day contact. Lately I have only been involved a few times 
each month. 
INTERVIEWNUMBER13 
PLACE: HEADQUARTERS USAF 
TIME: FEBRUARY, 1959 
ANSWERS: 
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1. Most essential. The time is passed when the base 
commander can operate without worrying about the impact 
his actions will have on the public. We strive for and 
need public acceptance. 
2. It is one of the legs that the public relations 
programs stands on. At the appropriate level it lets us 
influence mass thinking, mass communicationsp the mass 
media at whole. We , through protocol, can influence the 
mass thinking. 
3. Normally falls to the base commander. When there 
is a higher ranking man on the base, he should meet the 
VVIP type of visitoro Whatever the visit might include, 
remember that the base commander is the host or master of 
the household. 
4. Most necessary. Someone must do this. 
5. All housekeeping duties, transportation, anticipate 
the wishes and desires of the visitor's personal needsoHe 
ahould be prepared to use his initiative to keep the prog-
ram running smoothly. Also be concerned with the visitor's 
need for privacy at times. 
6. The spirit of the present policy is most equitable 
and desirable. Let the visitor know that the travel is not just travel, per se, but training also. Should always be 
recognized as a privilege, not a right. Tact and discretion 
are certainly needed here. 
7. In addition to the official entertainment fund, at 
the commander's discretion, and in control of established 
criteria, non appropriated funds could be used. There are 
lots of old objections to this, but if we are willing to 
appropriate money for this type of expense, we should be 
able to reconcile the spending of locally generated funds 
also. 
8. Honors are justified at a minimum only. This is an 
overt demonstration of surplus men and money. We must be 
~areful so that the civilians will not misconstrue this w~. 
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9. It has become a custom to use the public address 
system for retreat and announcements. I think that recorded 
music and an honor guard would be fine for most bases. 
10, Type "A". 
11. Very useful, and should be justified without step-
ping on toes. Would be a great comfort to have around, so 
that when word came of a VIP visit you could look up ans-
wers to any questions that arise. 
12. When you call him a protocol officer you will cut 
down on his effectiveness. Call him by another name but let 
him have the responsibilities. For instance, call him the 
assistant executive officer. 
13. Yes.At numbered air force level and above. This 
way he could be available to all levels of the command for 
service as an expert in his field, I personally would not 
designate anyone as a protocol officer. Give him another 
title. That sounds like a male Emily Post. 
14. As I said above. At most bases as an additional 
duty. 
15. Include flag information, honors, because of 
NATO I am speaking for all services and the intercourse 
between countries. We need information about our allies. 
Also things like expecting a European to kiss the hand of 
ladies, etc. An American looks silly doing this and is 
not expected to do so, even in Europe. 
16. I have just returned from an Air Attache assign-
ment where I was involved very, very much with this type 
of activity. 
INTERVIEW NUMBER 14 
PLACE : HEADQUARTERS USAF 
TIME: FEBRUARY, 1959 
ANSWERS: 
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L V.ery important. It is hard to qualify or enlarge • 
It is a vital part of our job and our duty that we in the 
military are reminded that we are representatives of our 
goverrment and of the people of the United States. I think 
that the countries who send visitors here are very much af-
fected by protocol, 
2. It is hard to place a specific value on protocol, 
I have been involved with this in the Middle-East lately. 
I was project officer for many VIP visitors. I think that 
the two help each other, protocol and public relations. I 
would not like to try to do a public relations job without 
thinking about protocol. It would be disastrous. 
3. Rather hard to answer. Normally the base commander 
or his immediate representative, at least a senior field 
grade officer. On bases where there are many diffenent 
types of units, I think the senior man should meet the VIP 
along with the base commander. 
4.Very important to foreign persons not accustomed to 
our way of life. He can help them immensely. 
5. The company grade, temporary type is better. He can 
"bird-dog" laundry and things like that. You know, take care 
of little personal problems that a colonel wouldn't want to 
bother with. 
6. When properly cleared it is good, To use for a gr-
oup, especially. Reporters, or groups of civilians to go to 
a demonstartion like at Eglin can best ba served by using 
a military aircraft. No junkets though. ood to use when 
one of our top-ranking civilians needs to get to a f'Ofeign 
country very fast. 
7. I think that definite funds should be provided for 
the entertainment of VIP or Distinguished Visitors,as you 
call them. I like the expression distinguished better than 
very important persons. It has a better sound. This money 
should be appropriated and come from l!eadquarters USAF. 
The base commander should D6t· have to worry about this. 
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8. Well, we have guidance from USAF on this. They sti-
pulate rather well 1n their regulations about when and 
where. honors will be given. 
9. Hold without a band. Records and an honor gua~d 
are goad enough. After all the USAF can 1 t have a band at 
every base. 'l'he civilian population of the United States 
would all be writing to their. congressmen about tlut.t. 
10. Type ~A" for some occasions and type nBn for ot~s. 
When ll:ldies are present T think that liB" is better. 
11. Nothing better to have for guidance in this field. 
I thinlt that. the USAF will approve of. printing .one. 
· 12 •. Not as such. The senior officer should have an 
addi ti.onal. duty officer for this .• A project officer ror 
meetinps, conferences and VIP visits. 
13.· Many tim.es the Information Services Officer has 
to work on these.projects. I tliink that an additional duty 
officer in the ~I.SO would be fine. · 
14.. Additional duty as stipulat.ed a moment before. 
15~ Women .should also be expected to help out -when 
the. VI:'P''ilrings hts wife along~ ·My ·wife has helped ottt lll!!DY 
times•"·WJilm·we·-were· overs-eas I: ·served· as special···proj ects 
Officer-.1'or the general,· ·and·-my·wi"'fe· joined in ent'ertaintng 
and sili'Jppilrg 'With. the· ·wt.ves a1" UP's. ·who -visited ·our -area. 
·,. ' 
16. ·I<or the past f'ew years I ·lifi'Ve ·been very involved. 
It i.s very interesting work and I have enjoyed it. rt does 
get a iittle tiring sometimes,· but all-1J;l-all I felt that 
it was very necessary for the USAF mission. 
lNTERVIEVf.NUMBER'l5 
PLACE: HEADQUARTERS USAF 
TIME: FEBRUARY, 1959 
ANSWERS: 
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1. It makes a greater contributiol). than most people 
are willing to believe. I feel that without a good know-
ledge of ... what. to do about p:DOtocol we would be really in 
trouble. with our relations with civilians. 
2. As I just said, I think that it is essential to 
the USAF and its public realtions program. 
3. As high ranking as possible. If there is a congre-
ssman coming in and there is a major general on the base, 
then the general should meet the VIP. The base commanedr 
should always try to be present for VIP arrivals. Most a~se 
commanders are not so busy that a few minutes at base oper-
ations will hurt them. 
4. I think foreigners are most helped here. Our own 
civilians in the u.s. do not feel at home on a base either. 
They appreciate having someone around to help them get 
oriented. 
5. Company grade officers can do a job that will help 
us all. They should be well indoctrinated as to the bas&!s 
missions. They can act as an aide for the visitor. Usually 
a VIP feels more at ease asking a captain what to do than 
he would asking a general or a colonel. 
6. I like it. I think most civilians are more favorably 
impressed by riding in an airp-lane than by any other thing 
we can do for them. nDam the expense-full speed ahead". I 
really mean it. Sure, we could get in a jam if we send too 
many on "boon-doogling" trips, but the greatest percentage 
of the time we are well within our rights using military 
aircraft. 
7. These should be from headquarters. You know we have 
an Official Entertainment Fund now, often called the contin-
gency fund. This money is sent out each year to the many 
commands in the USAF. They are given diffement amounts acc-
ording to the size of the command. This could be enlarged, 
or the system changed to be on a reimburseable basis, in-
stead of a quota~a~ts, 6S at present. 
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8. They are fine and should be used whenever it seems 
appropriate. Two stars and above should always get them. I 
hope to be a general someday so that I too can be so hon-
ored. 
9. They can use a honor ceremony consisting of an ho-
nor guard, sharply dressed, and recorded music. Three or 
four years ago I was commander of a base and this is what 
I did there. The USAF has a record of appropriate music 
for honors and other occasions. You just ask for it and 
they will send it out. 
10. Both are good. I personally like "A". 
11. I wish that I had been able to get one when I was 
on a small base. I never knew really whether or not we were 
doing the right things at dinners and other entertainment 
for visiting VIPs. I think it will be very good for all 
bases, especially the remote ones. I mean remote from 
Washington and other centers where answers are available. 
12. Yes, a good idea. 
13. Somewhere near the commander. The adjutant or the 
executive or the information services office would be good. 
14. Additional duty probably is suitable for most bases. 
For the smaller ones,anyway. 
15. Nothing that I can think of now. 
16. Not very much lately. When I was a base commander 
I was very involved. 
INTERVIEW NUMBER 16 
PLACE: PEASE AIR FORCE BASE,NEW HAMPSHIRE 
TIME: JANUARY AND FEBRUARY,l959 
ANSWERS: 
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1. It can and does make a most helpful contribution 
when it is properly administered. Protocol doesn't mean 
perfection, per se. It means, as you explained, that if 
handled properly, it can be helpful. Knowing what to do 
and not doing it can be harmful. Protocol can help a lot 
if USAF officers use it properly" 
2o They are certainly complimentary to each other. 
I wouldn't think that we could say protocol is a seper-
ate function. It merely becomes a part of the mission 
technique. It so happens that the Information Services 
Mission uses protocol techniques more than some other 
offices would. 
3. Usually the highest rankingman is expected to be 
present for the arrival and the departure of VIPs. I feel 
that this is proper and appropriate. If he is unable to 
attend, the senior, or high-ranking man should delegate 
another senior person to represent him. 
4, They are good to use for they help the visitor in 
the indoctrination phase of his trip or visit. The host 
officer should always try to be as helpful as possible, 
and never show resentment at any time during his tour of 
duty as such. 
5. Well, they should be well informed as to the miss-
ion of the command, the base, and the USAF as a whole. I 
would expect a neat dre_sser, neat appearing officer of ju-
ior rank, such as captain, to do a better job here. He 
should not be afraid to make every effort to serve his 
guest. I think he should be much as an aide to the visitor. 
6. Whenever possible and whenever the appropriate 
t~pe of aircraft is available. A Cl31 seems to be the type 
I'o«- this mission. 
7. Very definitely appropriated funds. From Headquar-
ters USAF. 
8. They are very definitely needed and appropriate for 
military and civilian VIPs. 
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9. Use recorded music and an honor guard. They should 
get sharp-looking men of approximately the same height for 
the honor guard. 
10. Type nsn. 
11. It should be a "boon" to the poor harried comman-
der. I highly hecommend that one be published, and that it 
include all things pertinent to protocol, honors, seating 
plans, calling cards, even things like when ladies are 
expected to wear gloves and how to address a VIP. 
12. With a guide to help him , he should be a very 
helpful person to have around. Most bases can use help and 
guidance in this field, 
13. He should be near the commander. I don't necess-
arily mean physically near, but he should be available at 
all times. 
14. Additional duty will satisfy the requirement at 
most bases, I believe. The adjutant cr someone like that 
could probably do the jo~ 
15. Nothing, exe~pt good luck! 
16. Involved at least on an average of once a week. 
INTERVIEW NUMBER 17 
PLACE: PEASE AIR FORCE BASE, NEW HAMPSHIRE 
TIME: FEBRUARY, 1959 
ANSWERS: 
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1. AS YOU EXPLAIN PROTOCOL TO MEAN THE CARE AND ENTER-
TAINMENT OF DISTINGUISHED VISITORS, I think it does make a 
helpful contribution to the USAF, 
2. Again I say as you explained it, with that connot-
ation, I think it helps the overall public relations pro-
gram of the USAF. 
3. The most senior man on the base is generally there. 
I think he should be , except when he finds that the am-
ount of time spent in this activity becomes harmful to the 
mission he is charged with. When he determines that this 
is the case, then he should designate someone else to help 
him take care of this responsibility, 
4. They are an absolute necessity. If the VIP is stay-
ing for an extended visit, it is impossible to expect the 
base commander to stay with the VIP all of the time. If 
this happened, the visitor would get the impression that 
the commander was not a very essential person on the base. 
If the base could continue to run w}».le he just travelied • 
around as an escort, this might be the impression made on 
the VIP. 
5. He should be expected to represent the commander, 
With this in mind, he should certainly make any derogatory 
remarks about the USAF or the base. He should be ready to 
do anything to make the visit a success. A junior or comp-
any grade officer should be used for this work, ex9ept in 
the event the visitor is of a very high rank, when. a senior 
officer could be designated. 
6. Yes, I think it is a good idea when he is on an 
official visit. 
7. Well, we end up here "dutch-treating" a lot of times. 
This usually works fine, but I think that appropriated money 
should be available for the VIP's portion of the expense. 
It would be fine if we had sufficient funds for all of the 
expenses, but that is a difficult expense to justify. 
8. They are fine as directed by the USAF Headquarters,. 
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9. Use recorded music and an honor guard. At one base 
where I served we just used the honor guard and our ceremo-
nies were always sharp looking. 
10. Type "A". 
11. Very useful. This type of information isn't avail-
able in one document at present, and I think we need one. 
12. Yes. 
13. Somewhere at the headquarters level. This is where 
the decisions are made on ppotocol matters, so the officer 
should be assigned at this level. 
14. Additional duty for most bases. Bolling AFB and 
other large bases with a lot of VIP traffic would probably 
need a full-time protocol officer. 
15. Nothing. 
16. Only about once a week. At other bases where I have 
served the VIP and Visitor traffic was heavier. 
INTERVIEW NUMBER 18 
PLACE: OTIS AIR FORCE BASE, MASSACHUSETTS 
TIME: FEBRUARY, 1959 
ANSWERS: 
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l, Very important for one of our prime missions is to 
maintain good relations with VIP rank civilians, such as 
congressmen, mayors, etc, Protocol, as you explained it, 
certainly contributes here. 
2. They are certainly inter-related. The knowledge of 
what is correct to say and do, protocol-wise, certainly is 
of help to an Information Services Officer. 
3, Usually the base commander or the highest ranking 
man on the base. If it becomes too time-consuming, the ba-
se commander (or senior man) can designate someone to help 
carry the load. 
4. The use of host officers should be limited to the 
visits of Distinguished Visitors. A protocol officer or a 
host officer of rank of full colonel should be used, 
5, This depends on the command. Bolling and other bas-
es probably would use an aide-type of lower rank. The civ-
ilian visitor would probably be able to use the host offic-
er more than a military VIP would. He should be a neat 
dresser, well informed on the mission of the base, and be 
prepared to handle any problems that arise. 
6, Very necessary for the publicity of the ~SAF. We 
can let the civilians see and know what we are doing with 
the money for flying. They should be told that this type 
of flying,if authorized at all, is only a by-product of 
training, 
7. Most bases get a slice of the Official Entertain-
ment Fund. This is usually sufficient for the people it 
is meant to be used for. Most bases could use more money 
for this entertainment, then they could do a better job 
of selling the public on backing the USAF, 
B. Some bases overdo this thing. I think t~y are 
fine, when they are used for appropriate occasions. I do 
not like to see them used foe friends who are just visit-
ing for golf or something like that. For Distinguished 
Visitors they make a very impressive show. Yes, I am all 
for them, when they are appropriate. USAF Headqua:t:ters has , 
good guidance on this. The regulation is good, as is. 
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9. They should not be expected when the base is not 
equi}lped for the ceremony, 
10, Type "A" 
11, We need a manual, regulation, or guide for this 
work. The answers are often very hard to find. The State 
Department probably has a lot of information about proto-
col, for they have been in the business a long time, 
12, Yes, on a roster basis of field grade people. I 
believe that this would be a fair and equitable way to 
handle the work load of protocol as you have described 
it, 
13, Most of the trouble seems to be on the questions 
of arrival and departure, so why not have an officer at 
base operations be prepared for this, 
14, As I said before, additional duty on a roster 
basis, For very, very high ranking visitors a senior off-
icer could be the host and a company grade serve as a tem-
porary aide, 
15, No additional recommendations, 
16, Every visit here has involved me, At the last 
base I was also involved to a great extent, 
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Interview Number 19 
Place: Westover Air Force Base 
Date: January, 1959 
Answers to Interview Questions: 
lo Protocol makes a very important contribution to the 
Public Relations Program of the United States Air Force. It 
is a requirement that all Air Force people, officers and 
airmen, should and must be constantly aware ofo 
2o Well, I think that it makes a greater contribution to 
the external relations program of the USAF, rather than just 
to the public relations program. People from foreign nations 
are especially influenced by our protocol-type actions. For 
instance, when the Shah of Iran visited here we did not know 
exactly what to do; how to treat him, what to call him, and 
things like that. These people are all very conscious of how 
they should be treated, so they notice when we make errors 
in protocol matters. This applies in lots of caseso 
3. All depends on the Distinguished Visitoro Under our 
terms the senior person or his immediate representative. 
Certainly equal to or above in rank in service and comparab-
le for civiliano The Commander should meet all two stars or 
above. When three or four stars arrive should be met by the 
most senior person on the base. 
4. To be real. it all depends on the circumstancesoA well 
planned program you might not need host officer, just prob-
ably escorted by a senior person. Those programs with a loose 
schedule would probably require a host officer. Probably a 
sharp junior officer would do for the job. A junior officer 
can serve as a sort of temporary aide and get the job done 
more efficiently than a field grade officer. 
5. Should be a very capable person, well informed on how 
to reach all spots on the base. He should be able to satisfy 
requests of the visitor as fast as possible. This is a much 
needed type of function for some one to perform. 
6o Yes, a good idea. When on official business the fast-
est and most efficient means of transportation. Should be a 
good airplane and an excellent crewo Like all protocol they 
should be trained to take good care of the visitor, and thus 
make a good impression on him for the USAFo 
7. The USAF would be making a step in the right direction 
if it would authorize added funds for entertainment. More of 
the appropriated type funds are required so that the officer 
involved with the visit will not have to pay expenses out of 
his pocket. Congressmen usually want and expect top treat-
ment. Most bases do not have sufficient funds to do that, so 
added funds are d~~~tically needed hAcause of the renuirement. 
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8. This is a decision for the base commander to make. 
I personally feel that honors should be used only for the 
highest ranking Distinguished Visitors. Within the USAF I 
think that only the major commanders should receive them. 
If we gave honors to all visiting generals, all ranks of 
general officers I mean, we would have a tremendous work-
load of a non-contributing nature. Non-contributing to the 
mission of the command, to be specific. 
9. Not too important. An honor guard and the colors 
should suffice. 
16. Type "A". 
11. Should be helpful to all bases. Especially those 
that do not have many VIP type visitors. Those with a lot 
of visitors have probably worked out an SOP by now. The 
guide should help the former category very much for it can 
provide the much-needed answers. 
12. Yes, this would be a good idea. 
13. At the headquarters level. 
14. This should normally be only additional duty. I 
realize that Bolling, Maxwell~ Eglin and other busy bases 
would probably need a full-time protocol officer, but the 
average base could get by with additional duty. The aide 
or the base adjutant could handle this assignment. 
15. Nothing.You seem to have covered most vital areas. 
16. I am not very involved here, but at the last two 
bases I had almost a day-to-day involvement. At least with 
the planning of visits and other protocol matters. 
INTERVIEW NUMBER 20 
PLACE: ANDREWS AIR FCRCE BASE, MARYLAND 
TiME: JANUARY, 1959 
AN~S: 
20 
1. We should c~nsider the contribution as one of great 
importance, Within the connotation that you explained, the 
USAF is very affected by our protocol actions. The civilian 
who visits an airbase is usually not very familiar with the 
type of operations that are a normal pattern to the military 
man. We can use this or these occasions to really influence 
the civilian and show him that we are an efficient o~gan­
ization, 
2, We are constantly try~ng to find reasons for the justification of our "public, relations" work in the USAF. 
I think that protocol is one of the pillars for our public 
relations work. They seem to give a better meaning to the 
efforts we make to influence the civilian populace, 
3, If there is a general officer aboard. he should 
try to meet as many as possible. It is a time to really 
impress the visitor. If it is important enough to invite 
the person to the base, it follows that it is important 
enough to give him top treatment at all times. 
4. They are a definite help in handling the Disting-
uished Visitors. This is another way we can influence the 
visitor. Give him a sharp, well informed person as an es-
cort officer and you will make a good impression on him 
with respect to the caliber of personnel in the USAF, 
5, Again I say, if it is important to bring the visit-
or to the base, it is important to make a good impeession 
on him, Use a colonel and if the workload becomes too mueh 
for the colonel, assign a company grade officer to help, 
6, To repeat, give him top treatment. Yes, by all me-
ans use the military aircraft, ijse the newest, best type 
available, The Cl31 is good for this type of flying. 
7. Washington should provide appropriated funds fer 
protocol activity, And they should be sufficient for the 
task, 
8. Here I go again. !say honors are great, They too 
help to make an impression on the visitor, Especially if 
he is unacustomed to USAF activities. 
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9. Do the best they can with recorded music and a real 
sharp honor guard. They can train the honor guard to be the 
sharpest group on the base. This can build esprit de corps 
for the military. More bases should try to develop a sharp 
group of marching men. They really look military when they 
are sharp in dress and marching. 
10. Type "A" 
11. I believe that most bases could get a great deal 
of assistance from a book like you plan. Some of the larger 
bases probably won't need it as much as the ones out in the 
"sticks". The larger bases will probably have already work-
ed their plans due to past requirements of protocol. 
12. v,ry definitely so. 
13. At the highest level on the base. The general's 
aide could do this at bases having a general officer. Other 
bases should have someone at base headquarters prepared to 
handle the visits of Distinguished Visitors. 
14. At the larger bases, where they have more traffic 
in visiting, a full-time officer. The bases with less of 
this requirement would probably only need a part-time or 
additional duty Protocol Officer. 
15. Information on calling, cards, drwss, recept1ons 9 
and precedence are also needed. The item of dress will be 
of importance now that we have an additional uniform auth-
orized for semi-formal wear. I imagine that each base will 
have to establish its own requirement for that new uniform. 
16. For the past few years I have been considerably 
involved in matters of protocol. 
APPENDIX C 
A SUGGESTED FORMAT FOR A 
"PROTOCOL POLICY GUIDE" 
93. 
EXPLANATION 
Enclosed is a proposed Protocol Policy Guide for 
The United States Air Force. This is a much needed publi-
cation for at present the Air Force has no specific docu-
ment containing information of this type. This guide has 
been compiled in conjunction with my thesis for a Master's 
Degree in Public Relations here at Boston University. 
The sources of information for this guide were 
obtained as follows: 
1. Personal interviews were conducted with thirty-
one senior officers of The United States Air Force, The 
group interviewed were all of the rank of full colonel or 
above and all had served as base commanders or in compara-
ble positions. These officers were interviewed at the 
following bases: 
a. Maxwell Air Force Base, Alabama 
b. Westover Air Force Base, Massachusetts 
c. Pease Air Force Base, New Hampshire 
d. Otis Air Force Base, Massachusetts 
e. Andrews Air Force Base, Maryland 
f. Headquarters United States Air Force, 
Washington, D. c. 
g. Bolling Air Force Base, Washington, D. C. 
2. Library research was conducted at several of 
the bases mentioned, at the Boston Public Library, the 
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various libraries of Boston University, and at my home. 
3. The protocol officers at the following instal-
lations were contacted for information relative to the 
subject: 
a. Maxwell AFB 
b. Eglin AFB, Florida 
c. Headquarters USAF, Washington, D. C. 
d. The State Department, Washington, D. c. 
I have attempted to enclose as much information as 
possible during the relatively short period of time spent 
on this study. 
I have attempted to write so that the USAF could 
take the format "as is" and reproduce it for distribution. 
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FOREWORD 
Never before has there been so great a need for 
understanding between the military and civilian elements 
of our national structure. Few would deny that in any 
future emergency the roles of these two will be virtually 
indistinguishable. Even in our present common effort to 
preserve peace, this is becoming increasingly evident. It 
is, therefore, imperative that each find in the other a 
source of confidence, pride, and dignity. The growth of 
these is possible, however, only in an atmosphere created 
by mutual trust and respect, effective coordination, 
friendly cooperation, and a sympathetic appreciation of 
each other's problems. 
Every year hundreds of distinguished guests come to 
Air Force installations to give lectures, serve as consult-
ants, participate in seminars and conferences, and engage 
in other activities related to The United States Air Force. 
Since these visitors generally occupy key positions in 
American industry, business, science, education, religion, 
other professional fields, and the military, members of 
The Air Force have an excellent opportunity to influence 
attitudes toward their branch of service. 
The impressions, good or bad, with which these visi-
tors leave these installations will largely be formed by 
the manner in which our officers not only conduct themselves 
in their official relationships with visitors, but also 
provide for their comfort and welfare while they are our 
guests. 
This Protocol Guide has been published to assist 
officers in carrying out their responsibilities as hosts. 
In it will be found information regarding the policies in 
effect for the housing, messing, transportation, and enter-
tainment of Distinguished Visitors, as well as current reg-
ulations covering reimbursement, sources of administrative 
funds, and other pertinent matters. 
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I. ADMINISTRATION OF PROTOCOL OFFICE 
Although most bases have an insufficient amount of 
Distinguished Visitor traffic to justify the assignment of 
a Protocol Officer as a primary duty, all can at least 
appoint a qualified officer as additional duty. 
This guide was compiled after extensive research 
into the problem. The majority of the senior officers 
interviewed agreed that each base could well use an 
"authority" on Protocol. This guide is not intended to 
make 'ts users "authorities" on the subject, but to assist 
the personnel of the United States Air Force in matters of 
protocol. 
The Protocol Officer should have the authority to 
accomplish his duty. He should have necessary secretarial 
service at his disposal and full approval to dispatch 
motor transportation to satisfy the needs of visitors. On 
most bases a junior officer should be adequate for this 
duty, either for primary or additional duty, as the case 
dictates. 
The Protocol Officer should be responsible to the 
commander of the installation for all aspects of the care 
and treatment of Distinguished Visitors. Some of the 
specific duties he can expect to fulfill are: 
a. All administrative duties in connection with 
visits, to include invitations, plans for itineraries, 
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tours and briefings; and other correspondence. 
b. Arrange for honors for Distinguished Visitors. 
c. Coordinate with other agencies on the base with 
respect to Protocol activities, 
d. Administer the expenditures from the Official 
.Entertainment Fund in conjunction with the comptroller. 
e. Organize the total effort of Protocol activities 
so as to fulfill the assigned tasks with the utmost in 
efficiency. In other words, to handle any and all problems 
that arise in the care and entertainment of Distinguished 
Visitors. 
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II. CARE AND ENTERTAINMENT OF VISITORS 
1. Pre-arrival: Upon notification of a proposed 
visit by a Distinguished Visitor, the Commander and/or the 
Vice Commander will be notified and the Protocol Officer 
will determine whether or not honors are desired, and the 
following action will be taken: 
a. Arrange honors (if desired), Honor Guard 
and band or recorded music 
b. Arrange Motor transportation (including 
Motorcycle Escorts if appropriate) 
c. Arrange official entertainment (including 
menu, cost, and guest list for Commander's 
approval) 
d. Arrange for photographs and press confer-
ence (if required or desired) 
e. Designate billeting arrangements 
f. Obtain information booklets, handouts, et 
cetera 
g. Send written instructions to Officers' Mess 
on type of party, location desired, time, 
and date 
h. Determine the following: 
(1) Method of reimbursement (if applicable) 
(2) Method of payment for: 
(a) Meals 
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(b) Visiting Officers Quarters charges 
(c) Toll charges for telephone and tele-
graph 
(d) Dry cleaning and laundry 
(e) Other expenditures 
2. Day of Arrival: Base Operations will notify the 
Protocol Officer when planes are at least twenty minutes 
out, of Distinguished Visitors aboard, together with name 
and rank of individual. Protocol Officer will personally 
contact the Commander or Vice Commander, giving thltm exact 
estimated time of arrival as forecasted, and notify the 
following: 
a. Escort of honors 
b, Transportation 
c. Aides and members of receiving party 
d. Officers' Mess and Billeting Office, for 
messing and billeting 
e. Information Services Office 
3. Reception: Reception of all official guests is 
the responsibility of the Protocol Officer. Decision on 
Honora will have been determined. 
a. Honors: For complete coverage of honors 
see AFR 34-64 or special instructions as 
listed in this guide (Section XII) 
4. Billeting: Billeting will be in accordance with 
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the existing installation policies. 
5. Transportation: For transportation see regula-
tions and local policy in Section IV of this guide. 
6. Messing: Complete arrangements will be made 
with the Mess Officer both by telephone and written in-
structions covering messing facilities during the visitor's 
stay. 
7. Entertainment: See Section V of this Guide. 
8. Departure: The point of pick-up will be desig-
nated in advance of departure and such of the following 
steps taken as are indicated in each esse: 
s. Baggage pick-up arranged 
b. Escort of honor posted (if honors are 
planned) 
c, Escorts to plane designated 
d. In-flight food arranged 
e. Photographs 
f. Transportation (motor vehicle and air if 
required) 
9. Additional Information: The host officer should 
most certainly be aware of the general health condition of 
the visitor or visitors. Special diets might be required 
for visitors. The host officer should coordinate these 
requirements with the Officers' Mess Officer. 
In certain instances the visitors might wish to see 
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enlisted personnel on the base, or nearby, The host offi-
cer should be prepared to arrange for meetings of this 
nature, as·well as meetings with civilians. 
In the event the visitors are detained due to bad 
weather, aircraft maintenance, or any other problems, the 
host officer should be prepared to fulfill his duties for 
the remainder of the visit. This might entail problems 
with billeting and other services and requires efficient 
coordination with all agencies concerned. 
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III. COORDINATION WITH OTHER AGENCIES 
1. In order that all demands of Protocol may be met 
in the reception, care and entertainment of Distinguished 
Visitors, guest speakers, consultants, and conferees arriv-
ing at USAF installations, it is of the utmost importance 
that the closest coordination possible be. maintained be-
tween the Protocol Officer and the following agencies: 
a. 
b. 
c. 
d. 
e. 
f. 
g. 
h. 
i. 
Commander 
Hoa t off! cera 
Plans and Operations Division 
Base Opera tiona 
Motor Transportation Office 
Billeting and Housing Office 
Band Commander 
Officers' Mess 
Office of Information Services 
2. Host Agencies 
Chiefs of agencies anticipating the arrival of Dis-
tinguished Visitors will furnish the Protocol Officer, as 
it becomes available, the following information: 
a. Names and titles of visitors 
b. Expected time of arrival of visitors 
c. Mode of travel 
d. Expected time of departure 
e. Name of Host Officer 
f. Type of entertainment (if entertainment is 
to be planned and supervised by the Proto-
col Officer a list of guests will be fur-
nished) 
g. Any additional pertinent information. 
3. Base Operations 
During normal duty hours Base Operations will advise 
the Protocol Officer of all Distinguished Visitors' aircraft 
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estimated time of arrival (ETA) as soon aa received in 
order that host officers and interested agencies may be 
alerted. Changes in ETAs, when unknown, can cause confu-
sion and difficulties in the reception of imnortant guests, 
'· 
consequently close coordination must be maintained between 
Base Operation and the Protocol Officer. After normal duty 
hours the Protocol Officer will ke ep'-the Dispatcher at Base 
Operations notified as to where he can be reached at all 
times. 
4. Motor Transportation Office 
Sufficient transportation should be permanently 
assigned to the Protocol Officer and he should be author-
ized unrestricted dispatch of vehicles. The Motor Pool 
Dispatcher should be notified as soon as possible as to 
time, place, and type of transportation desired. For large 
groups of guests, buses should be utilized if possible and 
a written schedule should be furnished the Motor Transpor-
tation Office. 
5. Billeting and Housing Office 
It will be the responsibility of the Protocol Offi-
cer to supervise the billeting of all important guests. 
Close liaison must be maintained with the Billeting and 
Housing Office in order that sufficient and adequate hous-
ing is available. 
6, Band Commander 
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It will be the responsibility of the Protocol Offi-
cer to maintain close liaison with the Band Commander so 
that appropriate music will be played. In the event there 
is no band, the Protocol Officer will be responsible for 
the playing of appropriate recorded music at honor cere-
monies. 
?. The Provost Marshal 
The Protocol Officer will be notified when honors 
are to be rendered so that the honor guard can be assem-
bled. In addition to matters pertaining to honors and 
ceremonies, the Provost Marshal will provide motorcycle 
escorts in transporting Distinguished Visitors, when re-
quested to do so by the Protocol Officer. The Provost 
Marshal will also be responsible for the preparation of 
identification passes for civilian guests as required. 
8. Officers' Mess 
Close coordination must be maintained between the 
Officers' Mess and the Protocol Officer since the bulk of 
the entertainment is usually held in the Officers' Mess. 
The Mess will be notified at the earliest possible moment 
as to the type of entertainment, number of guests, loca-
tion desired, time of entertainment, and any other infor-
mation required to ensure the success of the entertainment 
function. The Officers' Mess will first be notified by 
~elephone of the services required for an entertainment 
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function and a written confirmation will follow, All 
entertainment planned by the Protocol Officer will be 
attended by him or a representative who will coordinate 
with Mess personnel. All Distinguished Visitors will be 
afforded all privileges of the Mess and its facilities. 
9. Office of Information Services 
The Office of Information Services and the Protocol 
Officer must coordinate with each other on matters pertain-
ing to arrivals of Distinguished Visitors who warrant pub-
licity. 
(See Air Force Manual 190-4; Information Services: 
Air Force Information Services Manual, dated 1 May 1956, 
for information pertaining to the responsibilities of the 
Information Services Office.) 
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IV. TRANSPORTATION 
The Protocol Officer and his assistants should be 
authorized unrestricted dispatch of all types of motor 
transportation. Base regulations should be written to 
give this authorization. 
Staff cars in sufficient numbers should be assigned 
to the Protocol Office during normal duty hours for trans-
portation of important guests of the base. These vehicles 
should be driven by well-qualified enlisted personnel 
assigned to duty with the Protocol Office. Their specific 
assignment should be to transport arriving and departing 
guests and for trips necessary for official protocol 
matters. 
Divisions or offices sponsoring guests or groups of 
guests attending conferences, seminars or special meetings 
at the base should furnis~ the required information rela-
tive to time and place. This information is necessary for 
protocol personnel to utilize in scheduling transportation. 
If necessary, a conference should be held by the chiefs of 
the sponsoring agency and protocol to help avoid any mis-
understandings while the meeting is in session. Buses will 
be utilized when the groups are in such numbers that staff 
cars would not suffice. 
The medium sedan will normally be utilized for 
guests with ths exception of Distinguished Visitors, when 
the heavy sedan will be more appropriate. 
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V. SPECIAL GUIDE FOR ENTERTAINMENT 
I. PURPOSE. To supplement existing directives to 
the extent necessary to ensure that expenditures from the 
Official Entertainment Fund are used in efficient, econom-
ical, and effective manner for entertainment of the offi-
cial guests of the base. 
II. SCOPE. This policy guide is applicable to all 
agencies of this command. 
III. DEFINITIONS. 
a. Official Guest - A person who by invita-
tion or official directive visits this base for the purpose 
of contributing to its mission. 
b. Formal Entertainment - An organized func-
tion wherein the Commander or his representative honors an 
official guest by a planned protocol arrangement. 
c. Informal Entertainment - An occasion when 
the guest is escorted and entertained by a host officer 
and no planned protocol arrangements are made. 
d. At-Home Entertainment - An approved func-
tion held in the home of certain authorized officers for 
the express purpose of entertaining an official guest. The 
expense for these occasions will be borne by the Official 
Entertainment Fund. 
IV. GENERAL. 
a. A policy for entertainment of official 
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guests must be flexible, with strong central control and 
responsibility. 
b. Changes in the allocation of the funds for 
the entertainment of guests will fluctuate from time to 
time. The approval authority for expenditures from this 
fund will be retained by the Commander, or his representa-
tive, the Custodian of The Official Entertainment Fund. 
V. PROCEDURES. 
a. Entertainment, formal or informal, will be 
planned for distinguished guests and guest speakers who 
are visiting the base. Host off:l.cers of rank appropriate 
to that of the guest will be selected whenever possible. 
After approval by the Commander or his representative, the 
Protocol Office will extend invitations to base represen-
tatives, as approved by the Commapder or his representative. 
The host agency will submit a request for the entertainment 
function and will submit a recommended list of base guests. 
Normally, a one-to-one ratio will be used, one base guest 
for each visitor guest. In instances where this ratio does 
not seem applicable, the Commander will determine the ratio. 
When wives attend, expenses for them will be paid by their 
husbands unless payment is specifically authorized from the 
Official Entertainment Fund by the Commander or his repre-
sentative. 
b. Formal entertainment will be planned only 
112 
for Very Distinguished Visitors or for a group of guests 
who are visiting the base at the same time. Whenever prac-
tical, all guests visiting during a given time will be 
entertained at the same function. 
c. When no official entertainment is planned, 
informal entertainment normally will be held .at the 
Officers' Mess. 
d. For At-Home entertainment the Commander will 
authorize reimbursement for the expenses of official guests 
and base personnel on a one-to-one basis. 
e. Entertainment will not be planned when the 
visitor expresses a desire not to be entertained, 
f. Cost of entertainment of visiting foreign 
dignitaries is paid by the military service sponsoring the 
visit. Expenditures from the Official Entertainment Fund 
are not authorized for this purpose. 
g. Except as indicated in V.a. above, base per-
sonnel serving as guests lecturers or as participants in 
conferences and symposia will not be entertained with funds 
drawn from the Official Entertainment Fund. 
h. Participants in conferences, symposia, et 
cetera, sponsored by Headquarters USAF or other commands, 
will not be entertained with funds from the Official Enter-
tainment fund. "Dutch Trea t 11 affairs are appropriate for 
these groups. 
113 
i. Unless embarrassment will result from col-
lecting the charges, guests with orders authorizing per 
diem allowances will not be furnished billets and meals 
free of charge. Military personnel, in particular, are 
usually on official orders authorizing per diem and are 
expected to pay expenses. 
VI. INFORMATION AND INSTRUCTIONS FOR HOST OFFICERS 
Recent incidents require that we place added empha-
sis on the responsibilities of_host officers at United 
States Air Force installations. All the services of the 
installation are available to ensure that our guests re-
ceive only the best of care and treatment. The informs-
' 
tion and instructions that follow are for the guidance of 
personnel acting as host officers to official guests of 
the Air Force. Complete familiarity with the information 
below and following is essential for the host officer to 
perform his duty in representing this Command. 
I. PROTOCOL OFFICE RESPONSIBILITY: The Protocol 
Office will: 
I. Plan and supervise all official entertainment 
functions approved by the Commander. 
2. Make billeting reservations for Distinguished 
Visitors and/or guest speakers upon request of the host 
agency, 
J, Provide Base Operations and the Wing Billeting 
Office with Distinguished Visitors' arrival schedule each 
Friday for the following week and inform host agencies of 
changes as they occur. 
4. Notify host officers of the ETA of Distinguished 
Visitors during normal duty hours. (Base Operations will 
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notify host officers of ETAs after normal duty hours,) 
5. When requested by guests or host officers, pro-
vide motor transportation for guest speakers during normal 
duty hours, and arrange for desired transportation from 
the Base Motor Pool for use after duty hours. 
6. Insure the appointment of a host officer and 
coordinate local itinerary for foreign dignitaries includ-
ing honors if appropriate. 
7. Monitor expenditures from the Official Enter-
tainment Fund, and monitor any other funds created for the 
care and entertainment of visitors. 
8. Upon receipt of an ETA of a Distinguished Visi-
tor during duty hours, notify the following: 
a. Office of the Commander 
b. Office of the Chief of Staff 
c. Host agency concerned 
d. Host Officer concerned 
e. Other offices and individuals as required, 
II. HOST OFFICERS WILL: 
1. On the date of arrival of the guest, obtain 
billeting assignment from the Billeting Office. 
2. Meet the guest upon arrival at Base Operations 
or at commercial transportation terminals in nearby cities. 
3. Escort the guest to assigned quarters in the 
Visiting Officers Quarters and register him at the Billet-
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ing Office. 
4. If official entertainment is planned, extend the 
invitation to the guest and accompany him to the function. 
5. Arrange for private entertainment for the guest 
if · there is no planned entertainment. Normally this type 
of entertainment will be at the Officers' Mess. 
6. Request table reservations through the Protocol 
Office if reserved tables are required. 
7. Arrange all transportation requirements with the 
Protocol Office during duty hours. For transportation . 
needed after duty hours, arrange with the Base Motor Pool. 
8. Make arrangements with the Billeting Office for 
payment of bill and checking out. 
9. Determine whether flight lunches are desired 
when guests are departing by military aircraft. Advise 
the administrative section of the host agency if lunches 
are required. 
10. Submit a report on visits of foreign nationals 
in accordance with paragraph 66, AFR 205-1, as soon as 
possible after the departure of the guests. 
III. GENERAL 
1. Priority will be given to meeting transporta-
tion requests of official guests. 
2. Other pertinent regulations, policies, and 
directives concerning care and treatment of guests are on 
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file in the Protocol Office for your reference, 
3. None of the responsibilities of the host offi-
cer sre nullified merely because a senior officer joins 
the guests• party. 
4. In certain instances the greeting party may be 
restricted so as not to include the official host officer. 
This does not relieve the host officer of his responsi-
bility. He will hold himself readily available and will 
insure that all arrangements for services have been 
properly made. 
5. Finally, it is the host officer's duty to report 
immediately to the Protocol Office any discrepancies or 
irregularities that may occur so that corrective action may 
be taken. Host officers will complete one of the following 
questionnaires and return it to the Protocol Office as soon 
as practicable after the guest's departure. (See next page) 
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(DATE) 
SUBJECT: Questionnaire for Improving Distinguished 
Visitors Services 
TO: All Host Officers 
1. In order to provide better service for Distin-
guished Visitors, it will be appreciated if you will kindly 
answer the questions below and return this questionnaire to 
the Protocol Office. 
a. Was transportation arranged and were drivers 
punctual? 
b. If official entertainment was arranged, was 
it performed satisfactorily? -------------------------------
c. Were billets adequate? -----------------------
d. Were messing facilities suitable? ------------
e. Did the i:tinerary provide sufficient free 
time? --------------------------------------------------
f. Comments on the above items or any sugges tlon 
that you might offer -------------------------------------
NAME OF GUEST --------
HOST OFFICER 
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VII. FUNDS 
I. GENERAL INFORMATION: 
A. FUNDS: 
1. The commander is authorized an a~propriated 
fund (491 Contingency Funds) with which to 
pay for entertainment and incidental expenses 
of Distinguished Visitors. 
2. This fund will be administered by the Proto-
col Office, in accordance with pertinent 
United States Air Force regulations. 
B. ENTERTAINMENT: 
Each Distinguished Visitor is authorized and 
entitled to at least one entertainment function. 
C. INCIDENTAL EXPENSES: 
1. Incidental expenses are defined as expenses 
incurred by a guest other than for entertain-
ment and transportation expenses. These are 
paid by the Fund for certain categories of 
guests, as defined by the USAF regulations. 
2. The categories of guests who usually visit 
USAF installations are: 
a. Per Diem: Usually all military and 
Government employees fall in this category 
and are not entitled to incidental expenses. 
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If it has been determined that no per diem 
is to be requested, then incidental expenses 
may be paid. 
b. Distinguished Visitors: This category, 
as defined by the 491 Contingency Fund regu-
lation, will be entitled to incidental ex-
penses in accordance with that regulation. 
c. Invitational Travel Orders: A civilian 
guest traveling on these orders is not enti-
tled to reimbursement for incidental expenses. 
d. Personal Expense: Occasionally guests 
will come to USAF installations at their own 
request. Incidental expenses will not be 
paid for this category. 
III. OFFICIAL ENTERTAINMENT FUND (Contingency Funds) 
A. SOURCE: 
1. Annual appropriation based on estimate sub-
mitted by individual commands. 
B. ADMINISTRATION: 
1. This fund will be administered or monitored 
by the Protocol Office, with supervision by 
the Comptroller. 
C. EXPENDITURES: 
1. Contingency Funds may be used for expenses in 
three general categories: (1) Entertainment 
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required to maintain civic, community, or 
industrial relations; (2) Entertainment 
incident to visits by Distinguished Americans 
and Foreign Nationals; and (J) Special occa-
sions such as dedication ceremonies, Veterans 
Day activities, and the like. 
IV. COMMANDANT'S WELFARE FUND: 
1. Some bases and installations having a schopl with 
a specific number of students are authorized to 
establish this fund to cover the expenses of pay-
guest speakers and for other authorized expenses. 
Air Force Regulation 176-6 is the document which 
stipulates the basic requirements of and method-
ology for administering this type of fund. 
122 
VIII. FORMAL FUNCTIONS AND RECEPTIONS 
I. FORMAL FUNC TI 0 NS : 
A. RECEPTIONS 
1. The formation of a receiving line is based upon 
the position of the senior officer or visiting dignitary 
who will assume the first position in the line. Other mem-
bers will form on his left in order of rank of the offi-
cers, their ladies al terns t ing on their left. An aide or 
officer acting in that capacity will present each guest to 
the honored personage. The line may be changed, at the 
discretion of the senior officer or the honored dignitary. 
See below, Figure I: 
1 2 
RECEIVING LINE 
3 4 5 6 7 
'---> 
1. AIDE 4. RANKING OFFICER 
2. HONORED PERSONAGE 5. TADY OF RANKING OFFICER 
3. HONORED LADY 6. NEXT RANKING OFFICER 
7. LADY OF NEXT RANKING 
FIGURE NUMBER I 
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B. GRADUATION OR OTHER CEREMONIES 
1. Seating arrangement for the speaker's plat-
form at ceremonies should conform with Figure II. 
STAGE OR PLATFORM 
FLAGS 
X X X X 
7 5 3 1 2 4 6 8 
ROSTRUM 
SEATING ARRANGEMENT FOR CEREMONIES 
1. HOST OFFICER 5. NEXT RANKING OFFICER 
2. MOST IMPORTANT SPEAKER 6. NEXT RANKING OFFICER 
3. SECOND SPEAKER 7. NEXT RANKING OFFICER 
4. NEXT RANKING OFFICER 8. CHAPLAIN 
FIGURE II 
C. FORMAL DINNERS OR LUNCHEONS 
1. Two optional seating arrangements are shown 
in Figures III and IV. These offer excellent opportunities 
for conversation between the senior host officers and the 
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senior guests and their ladies. For larger functions a 
seating plan should be prepared so as to assist all invi-
tees in locating their designated place at the table. The 
formats below may be used as a basis for the large func-
tion, for the most pertinent problem is to properly place 
the ranking people, both guests and hosts. 
8 3 L. 7 
9 10 
5 2 1 6 
L MOST IMPORTANT GUEST 3. 2nd "RANKING" GUEST 
2. SENIOR USAF OFFICER 4. 2nd RANKING OFFICER 
FIGURE III: TYPE "A" 
6 2 
4 1 
5 3 
L SENIOR USAF OFFICER 4. 2nd RANKING OFFICER 
2. MOST IMPORTANT GUEST 5. 3rd "RANKING" GUEST 
3. 2nd "RANKING" GUEST 6. 4th "RANKING" GUEST 
FIGURE IV: TYPE "B" 
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D. SOCIAL PRECEDENCE A~~ CORRECT RANKS AS USED BY THE 
UNITED STATES DEPARTMENT OF STATE PROTOCOL OFFICE: 
TABLE OF PRECEDENCE 
The President of the United States 
The Vice President of the United States 
The Chief Justice of the United States 
Ambassadors of Foreign Powers 
The Speaker 
The Secretary of State 
United States Representative to the United Nations 
Ministers of Foreign Powers 
Associate Justices of the Supreme Court 
The Cabinet: 
The Secretary of the Treasury 
The Secretary of Defense 
The Attorney General 
The Postmaster General 
The Secretary of the Interior 
The Secretary of Agriculture 
The Secretary of Labor 
Governors of States 
The Senate 
The House of Representatives 
The Respective Secretaries of the U.S. Air Force, the 
U. S. Army, and the U. S. Navy 
Five Star Generals and Fleet Admirals 
Under Secretaries of State 
Charge d'Affaires of Foreign Powers 
Under Secretaries of the Executive Departments 
Assistant Secretaries of the U.S. Air Force, the U. s. 
Army, and the U. s. Navy 
Respective Chiefs of Staff of the U.S, Air Force, the u.s. 
Army, the u.s. Navy, and other four star Generals 
and Admirals 
Assistant Secretaries of the Executive Departments 
Assistant Secretaries of the U.S. Air Force, the U.S. 
Army, and the U.S. Navy 
Lieutenant Generals and Vice Admirals 
Secretaries and Advisors to the President 
The Chief of Protocol 
Counselors of Foreign Powers 
Major Generals and Rear Admirals 
SPECIAL NOTE: When more than one representative from for-
eign powers are present they will be seated according to 
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the alphabetical order of the name of their country. 
When more than one member of the House of Represen-
tatives or the Senate is present they will be seated accord-
ing to the dates their respective state entered the Union. 
Members of the cabinet will be seated according to 
the date the cabinet post was established. 
All military Distinguished Visitors will be seated 
according to their respective date of rank. 
E. COCKTAIL PARTIES AND TEAS: 
At cocktail parties and teas a special effort 
should be made to introduce the Distinguished Visitors or 
guests of honor to as many other guests as is possible or 
feasible. At very large functions it might become neces-
sary to establish a receiving line of some form. If this 
seems to formalize the activities to a greater degree than 
is desired, a system of informal introductions might be 
more appropriate. A method that can be used is to have 
someone introduce several couples or individuals to the 
guests and then just let them indulge in light conversa-
tion. Then, at intervals of approximately five minutes, 
bring additional people over to meet the guests. This will 
indicate termination time for visiting to those people 
presently talking with the honored guests and they should 
leave the group. If this works inefficiently, then you may 
tell the people in advance that when new or additional 
guests are brought to meet the honored guest, it is time 
for them to leave. 
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IX. INVITATIONS 
The preparing of invitations sometimes is difficult 
because of a lack of guidance. Below is an example of a 
proper form to use for a reception, and may help as refer-
ence. All invitations should be written in black, perma-
nent type ink. 
EXAMPLE 11A11 
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INVITATIONS 
The following is an invitation to a formal dance, 
Both the invitation and the envelope should be handwritten 
in black, permanent type ink. 
EXAMPLE 11 B" 
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X. CALLING AND CALLING CARDS 
A. CALLING 
The size of the present day Air Force precludes in 
many instances the old custom of making official calls on a 
commander in his home when reporting to a new assignment. 
At most large bases the commander indicates his individual 
preference pertaining to official calls. The Protocol Offi-
cer, the Commander's aide, or his secretary should have this 
information available for new officers on a base. 
When paying a formal call, the length of the visit 
is usually ten to fifteen minutes. Do not outstay callers 
who have arrived after you. When you are ready to leave, 
place your calling cards on a card tray or a table, then 
stand, say your 11 goodbyes 11 and go. Do not keep your host 
and hostess standing for prolonged farewells. (The number 
of cards to leave is explained in this section, under 
"Calling Cards".) 
On some large bases the commander lets the New 
Year's Day Reception suffice as the official call and the 
return call. An effort should be made to officially greet 
the incoming officer, if only in the office of the Commander. 
B, CALLING CARDS 
WHEN CALLING CARDS ARE USED 
1. Cards are used in making official calls. 
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2. A calling card may be enclosed with flowers, or 
other gifts and no message need be written on it. If the 
gift is sent to an intimate friend, a fine line may be 
drawn through the name and the first name may be written 
with a message, such as "Congratulations", "Best Wishes", 
at cetera. This must always be done by the sender, never 
by the florist, 
3. You may send cards to those friends interested 
in a change of address. The new address may be written 
across the card or in the lower right hand corner. 
4, When it is impossible to attend a reception, 
tea, or other function, cards may be sent. They are mailed 
so as to arrive on the day of the party. Cards are BQ! 
sent instead of one's going to a wedding or other wedding 
function. To any invi ta ti on bearing an 11R. S. V. P. '1 , one 
would have accepted or regretted, therefore cards would be 
redundant. 
5. A calling card is often sent by mail to a be-
reaved acquaintance. The sender should write across it 
"Sincere sympathy". 
6. The p.p.c., or 11 Good-by11 card (Pour prendre 
conge--to take leave) is usually mailed to friends to, indi-
cate that you are leaving. The initials in small letters 
are written in pencil in the lower left hand corner of the 
card. 
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7. The calling card is an ever-ready messenger for 
issuing informal invitations. The message may be written 
in the lower left-hand corner--for example, you may note, 
"Dinner, Tuesday, March 6, at 7:30. 11 If R.s.V.P. is not 
written on this card, you may reply by mailing your own 
card with a brief message, "Looking forward to Tuesday", or 
"Sorry we can't come Tuesday". A fine line may be drawn 
through the name and signed with your first name. 
8. Calling cards should be left when making a for-
mal call. Gentlemen should leave one card for each adult 
member of the household, including guests. Ladies should 
leave one card for each adult lady of the household. More 
than three of any one card should never be left, however, 
regardless of the number of people being called upon. 
All cards should be ENGRAVED. The use of initials 
should be avoided unless when necessary by a name too long 
to fit on one line. An officer's card is engraved in one 
of two ways, and in a standard size. (Examples are 
improper size.) 
TYPE "A" 
John James Jones 
Captain 
United States Air Force 
With the name on one line and the rank and service below. 
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TYPE "B" 
Captain John James Jones 
United States Air Force 
With the name and rank on one line and the service 
listed in the lower right hand corner. 
The wife's card should be engraved as follows: 
Mrs, John James Jones 
A joint card to be used by husband and wife is of a 
larger size and should be engraved as follows: 
\ Captain and Mrs. John James Jones 
Fold-over cards, sometimes called "informals", are 
substitutes for note paper and should never be used in 
place of calling cards. 
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XI. HONORS 
Honors will be accorded in compliance with Air Force 
Regulation 34-64. 
A copy of this regulation is included in this guide 
and follows this page. 
